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I.  Executive  Summary 


This  Study  was  chartered  to  look  at  current 
HQ  EEO  functions,  roles,  and  responsibilities 
and  to  identify  what  is  needed  for  a  fully 
effective  program  in  the  1990s.  It  is  meant  to 
be  read  as  a  look  to  the  future,  not  an  evaluation 
of  the  past. 

The  Study  Team  reviewed  numerous  docu- 
ments, interviewed  HQ  managers  and  staff, 
and  sent  questionnaires  to  the  field.  The  Team 
was  led  by  Judith  Herrington,  WO  Manage- 
ment Research  Division,  and  included  Bill 
Eikenberry,  Mario  Gonzalez,  John  Jones  (Na- 
tional EEO  Officer  for  the  Bureau  of  Reclama- 
tion), Rodger  Schmitt,  and  Concetta  Stewart. 

The  Team  found  that  much  needs  to  be 
done  to  prepare  the  Bureau  for  the  challenges 
and  realities  of  the  90s.  Four  areas  were  of 
particular  concern: 

•  The  need  for  managers  to  assume  owner- 
ship of  the  EEO  Program 

•  A  need  for  the  HQ  EEO  Office  to  be 
strongly  proactive  in  program  manage- 
ment 

•  The  need  for  EEO  at  all  levels  to  build 
strong  partnerships  both  within  BLM 
and  with  external  organizations 

•  A  need  to  reorganize  the  EEO  Office  to 
enhance  the  Bureau's  ability  to  manage 
the  EEO  program,  conduct  investiga- 
tions, and  provide  service  to  WO  em- 
ployees and  managers 

These  four  concerns  were  split  out  into 
eight  issues  and  addressed  individually. 


Issues 

To  enhance  management  ownership,  the 
Study  emphasizes  the  need  for  managers  to  be 
held  accountable  for  management  and  leader- 
ship of  the  EEO  program.  This  will  require  the 
hands-on  involvement  of  managers  with  all 
aspects  of  the  program,  as  well  as  requiring 
experience  in  EEO  as  part  of  managerial  train- 
ing. Specifically,  the  Study  proposes  incorpo- 
rating EEO  expertise  into  KSAs  and  Rating 
Plans,  establishing  two  new  steering  commit- 
tees, requiring  managers  to  take  a  rotational 
assignment  in  an  EEO  Office,  and  setting  up  a 
broad  program  of  awards  and  incentives  for 
EEO  accomplishments,  among  other  actions. 

The  Study  recommends  establishing  a  com- 
prehensive EEO  training  program  developed 
and  presented  by  Bureau  managers  and  staff. 
Going  beyond  a  basic  understanding  of  pro- 
gram requirements,  this  training  would  seek  to 
increase  the  conflict  management  and  conflict 
avoidance  skills  of  managers  and  supervisors, 
to  increase  managers'  and  supervisors'  aware- 
ness of  and  ability  to  manage  sensitive  issues 
such  as  sexual  harassment  and  white  male 
backlash,  and  to  ensure  that  the  Bureau  has  a 
cadre  of  well-trained,  highly  skilled  EEO  of- 
ficers, specialists,  and  counselors. 

The  conflict  management  issue  is  broken 
down  into  three  aspects:  informal  complaints, 
formal  complaints,  and  the  relatively  new  Al- 
ternative Dispute  Resolution  (ADR)  Process. 
Noting  that  the  Bureau  has  made  excellent  use 
of  the  informal  complaint  process,  the  Study 
recommends  actions  to  enhance  managerial 
skills  in  conflict  management  and  mediation, 
to  establish  criteria  for  the  selection  and  tour- 
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of-duty  of  counselors,  and  to  ensure  that  coun- 
seling is  a  positive,  career-enhancing  activity. 

Addressing  the  formal  complaint  process, 
the  Study  notes  the  critical  importance  of  un- 
derstanding the  new  procedures  contained  in 
the  Civil  Rights  Act  of  1991  and29CFR  1614. 
It  recommends  providing  specific  direction  to 
the  HQ  EEO  Office  regarding  issuance  of 
proposed  dispositions,  briefing  the  BMT  and 
FC  on  the  new  regulations,  expanding  the  use 
of  field  staff  to  supplement  HQ  investigative 
capabilities,  and  setting  up  a  routine  reporting 
system  to  keep  both  managers  and  complain- 
ants informed  on  the  status  of  cases.  The  ADR 
Process  is  put  forth  as  a  method  of  achieving 
"win-win"  scenarios;  specific  implementation 
actions  are  recommended. 

The  Study  emphasizes  the  importance  of 
improving  cooperation,  communication,  and 
coordination  among  the  Bureau's  Human  Re- 
source Management  organizations.  Specifi- 
cally, the  Study  recommends  conducting  a 
team-building  session;  having  EEO  and  Per- 
sonnel managers  and  staff  jointly  prepare  a 
responsibility  matrix  to  clarify  roles;  ensuring 
that  HRM  teams  and  task  forces  include  mem- 
bers from  HQ  EEO,  Personnel,  and  Employ- 
ment Development  staffs ;  and  reinstituting  the 
agreement  to  detail  people  across  organiza- 
tional lines. 

Turning  to  the  issue  of  regular  program 
evaluations,  the  Study  observes  that  the  first 
and  only  EEO  Program  evaluation  was  com- 
pleted back  in  1984.  The  Study  recommends 
performing  field  EEO  evaluations  every  3 
years,  reviewing  the  EEO  component  of  GMEs 
to  see  if  the  questions  are  providing  the  most 
critically  needed  information,  and  evaluating 
the  Bureau's  progress  toward  achieving  the 
approved  objectives  and  actions  in  the  Multi- 
Year  Affirmative  Employment  Program  Plan 
for  Minorities  and  Women,  along  with  four 
other  actions. 

Bureau  policies,  guidance,  and  manuals 
are  out  of  date.    To  correct  this,  the  Study 


recommends  that  the  Bureau  first  survey  the 
field  to  determine  where  guidance  is  most 
critically  needed  and  then  issue  IMs  providing 
interim  policy  and  guidance.  Task  forces 
would  then  be  assembled  to  update  or  develop 
manuals  and  handbooks  as  needed,  targeting 
December  1993  for  completion.  Quick-refer- 
ence desktop  guides  and  guidance  on  the  most 
efficient  and  effective  means  of  complying 
with  new  legislation,  regulations,  etc.,  would 
also  be  published. 

A  proactive  role  for  the  HQ  EEO  Office 
would  be  fostered  by  emphasizing  informa- 
tion sharing  and  trend  analysis.  This  effort 
would  rely  on  increasing  the  use  of  automa- 
tion, networking  within  and  outside  the  Bu- 
reau, and  publishing  newsletters  and  other 
documents  to  be  sure  the  word  gets  out. 

The  most  involved  portion  of  the  Study 
addresses  the  complex  issue  of  HQ  EEO  Of- 
fice organization.  The  study  notes  that  EEO 
programs  throughout  government  are  having 
to  adapt  almost  daily  to  changes  in  program 
direction,  and  that  EEO  programs  are  not  uni- 
versally accepted  among  managers  and  em- 
ployees. Given  these  realities,  and  the  uncer- 
tain nature  and  extent  of  future  workloads,  the 
Study  presents  sets  of  options  for  three 
subissues. 

A  total  of  14  actions  are  recommended  to 
establish  appropriate  functions  for  the 
Bureauwide  HQ  EEO  Office,  to  organize  and 
staff  the  office  to  serve  the  needs  of  local  WO 
employees  as  well  as  to  meet  Bureauwide 
EEO  commitments  and  to  ensure  the  HQ  EEO 
Office  has  appropriate  resources  to  support  its 
responsibilities. 

Addressing  the  organizational  location  for 
the  HQ  EEO  Office,  the  Study  examines  three 
options:  establishing  an  AD  for  HRM;  assign- 
ing EEO,  Personnel,  and  Employee  Develop- 
ment to  an  existing  AD;  and  leaving  the  EEO 
organization  as  is. 

Service  to  local  WO  employees  is  pro- 
posed under  one  option  to  emanate  from  a 
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combined  Washington  Area  EEO  Office 
located  at  ESO,  and  under  another  option  to  be 
provided  by  a  separate  EEO  staff  under  the 
umbrella  of  an  AD  (AD  for  HRM,  if 
approved). 

The  complaints  processing  function  is  ad- 
dressed in  five  separate  options:  transferring 
responsibility  to  a  third  party  after  completion 
of  the  Record  of  Investigation;  setting  up  an 
Investigations  Staff  under  an  AD,  or,  in  an- 
other option,  as  a  separate  Branch  within  the 
HQ  EEO  Office;  establishing  a  HQ  staff  and 
two  detached  zone  offices  to  handle  all  aspects 
of  the  process  (including  counseling  and  ADR); 
and  contracting  with  private  industry  for  in- 
vestigations support. 


The  Study  Team  believes  that  the  opera- 
tional work  (formal  complaint  processing  and 
service  to  WO  employees)  should  be  sepa- 
rated fully  from  the  proactive,  programmatic 
work  of  the  HQ  EEO  Office.  The  range  of 
Recommended  Actions  and  Options  presents 
this  view  as  well  as  other  organizational  con- 
figurations for  consideration. 

Section  V,  Implementation,  assigns  re- 
sponsibility accountability  for  implementing 
approved  Recommended  Actions  and  Organi- 
zational Options.  The  Study  proposes  that  the 
responsible  manager  prepare  an  action  plan 
and  provide  periodic  reports  to  a  specific  group. 


II.  Introduction 


Background 


The  basic  authority  for  the  EEO  program 
derives  from  Title  VII  of  the  Civil  Rights  Act 
of  1 964  and  from  the  Civil  Rights  Act  of  1 99 1 . 
The  Equal  Employment  Opportunity  Com- 
mission (EEOC)  provides  program  guidance 
to  both  the  Federal  and  the  private  sector, 
while  the  Department  of  the  Interior,  Office  of 
Equal  Opportunity  (OEO),  interprets  this  guid- 
ance for  application  and  implementation  by 
the  Bureaus.  EEOC  program  guidance  is 
found  primarily  in  29  CFR  1613,  Equal  Op- 
portunity in  the  Federal  Government.  Depart- 
mental guidance  is  published  in  307  DM  713, 
which  was  issued  in  1972  and  last  revised  in 
1975.  Bureau  guidance  is  published  in  manual 
section  1400-713,  which  was  last  revised  in 
1975.  For  the  past  17  years,  EEO  policy  has 
been  transmitted  by  Instruction  Memoranda, 
most  of  which  have  expired. 

In  1991,  the  Bureau  embarked  on  a  major 
change  in  the  way  the  Washington  Headquar- 
ters Office  staffs  and  conducts  its  business. 
Under  this  initiative,  called  Rightsizing,  the 
WO  has  a  newly  defined  role  that  increases 
emphasis  on  oversight,  quality  control,  coor- 
dination, and  policy  promulgation.  Field  Of- 
fice responsibilities  are  significantly  increased 
for  developing  and  implementing  national- 
level  policy  and  technical  procedures  within 
the  guidance  of  HQ.  To  accomplish  this  shift 
in  how  and  where  work  is  accomplished,  a 
significant  number  of  HQ  personnel  are  being 
transferred  to  the  field.  Much  greater  reliance 
will  be  placed  on  field  input  and  task  force 
efforts  to  draft  Bureauwide  policies,  manuals, 
and  technical  procedures;  to  perform  many 
program  management  functions;  and  to  pro- 
vide guidance  to  the  field  on  a  wide  variety  of 
topics. 


The  HQ  EEO  Office,  as  part  of  the  new, 
smaller,  and  reconfigured  WO,  faces  chal- 
lenges for  the  1990s  that  include  not  only  the 
new  emphasis  on  field  input  and  support,  but 
also  the  increasing  need  for  a  diverse  and 
dynamic  workforce  throughout  the  Bureau. 
Escalating  national  attention  and  the  greater 
willingness  of  personnel  to  litigate  have  fo- 
cused attention  on  the  EEO  program  to  a 
degree  never  anticipated  or  experienced. 

The  Bureau  EEO  program,  administered 
by  the  HQ  EEO  Office,  impacts  every  organi- 
zation throughout  the  Bureau.  The  HQ  EEO 
Office  sets  the  tone,  provides  advice  and  guid- 
ance, coordinates  the  accomplishment  of  ma- 
jor initiatives,  oversees  the  health  and  vitality 
of  the  program,  and  ensures  that  the  Bureau  is 
meeting  the  requirements  of  EEO  laws  and 
regulations.  Specifically,  the  HQ  EEO  Office 
directs  the  implementation  of  Affirmative 
Employment  Programs  and  Special  Emphasis 
Programs,  and  manages  the  complaint  pro- 
cesses. In  many  cases,  responsibilities  for 
program  administration  overlap  with  those  of 
the  HQ  Division  of  Personnel.  This  results  in 
a  complex  relationship  that  has  been,  to  vary- 
ing degrees,  contentious,  confused,  and  mis- 
understood for  the  past  20  years. 

Day-to-day  program  implementation  is 
accomplished  primarily  by  the  field  offices. 
The  HQ  EEO  Office  is  responsible  for  over- 
sight of  State  and  Center  EEO  programs  and 
for  assisting  the  State  EEO  Officers  to  admin- 
ister the  EEO  program  in  the  field.  The  EEO 
program  must  meet  the  needs  of  the  States, 
Centers,  and  individual  employees  in  the  fu- 
ture years.  To  do  this,  the  HQ  EEO  Office  must 
have  the  confidence  and  support  of  managers 
and  employees  throughout  the  Bureau. 
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Cross-Currents  and 
Sensitivities 

The  entire  Federal  EEO  community  is 
currently  struggling  to  stay  abreast  of 
continual  changes  in  the  program.  New 
regulations,  policies,  executive  initiatives, 
departmental  initiatives,  and  external  and 
internal  forces  are  pressuring  managers  and 
EEO  organizations  to  do  more,  faster,  toward 
achieving  a  fully  diverse,  representative 
workforce  and  attaining  a  work  environment 
that  is  nondiscriminatory. 

At  the  time  this  study  team  first  met,  March 
1992,  there  were  a  multitude  of  EEO-related 
initiatives,  studies,  regulation  revisions,  etc., 
underway.  On  advice  of  management,  no 
attempt  was  made  to  encompass  or  interrelate 
this  study  to  the  potential  impacts  of  these 
ongoing  efforts. 

It  is  important,  however,  to  understand  the 
scope  of  the  cross-currents  affecting  the  EEO 
Program.  Some  of  these  initiatives  may  have 
major  workload  impacts  —  plus  or  minus  — 
depending  on  what  the  final  conclusions  are  or 
how  they  are  implemented.  A  partial  listing  of 
these  cross-currents  includes: 

•  Civil  Rights  Act  of  1991 

•  29  CFR  1613  and  the  new  29  CFR  1614 
Regulations 

•  Departmental  Draft  Alternative  Dispute 
Resolution  (ADR)  Proposal 

•  Bureau  Recruitment  Plan 

•  Bureau  Executive  and  Managerial 
Recruitment  Plan 

•  Departmental  Human  Resource  Man- 
agement (HRM)  organization  proposal 


•  Pending  legislation  on  re-centralizing 
all  complaints  processing  (Federal 
Employee  Fairness  Act) 

•  Draft  EEO  awards  manual  supplement 

•  Workforce  Diversity  Study 

•  Bureau  Demographics  Study  (prepared 
by  the  Department) 

•  Shifting  responsibilities  in  Historic  Black 
Colleges  and  Universities  (HBCU)  and 
recruitment 

•  Director's  new  educational  and  hiring 
initiatives 

•  New  areas  of  DOI  emphasis 

•  Rightsizing 

•  HQ  EEO  Office  draft  organization 
proposal  (developed  by  WO- 120) 

•  HRDC/FC  mission  re-definition  efforts 

•  HQ  EEO  Office  "Objectives  for  the 
1990's" 

The  reissue  of  29  CFR  1613,  the  EEOC 
regulations  that  govern  implementation  of  the 
Civil  Rights  Act,  is  the  most  pressingly 
important  of  the  cross-currents.  This  reissue, 
29  CFR  1614,  effective  October  1,  1992,  and 
the  Civil  Rights  Act  of  1991  change  the 
complaints  process  to  allow  compensatory 
damage  awards.  It  also  tightens  the  timeframes 
for  processing  complaints.  Under  the  new 
regulations,  EEOC  will  become  increasingly 
involved  in  cases  that  do  not  meet  the 
regulatory  timeframes.  The  OEO  has  not  yet 
fully  defined  implementation  strategies  for  the 
Department,  making  it  impossible  to  judge  the 
impacts  on  the  Bureau  HQ  EEO  Office 
workload. 
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Purpose  and  Objectives 

This  Study  was  chartered  to  look  at  the  HQ 
EEO  functions,  roles,  and  responsibilities  and 
to  identify  what  was  needed  to  achieve  a  fully 
effective  EEO  program  that  would  support  the 
Bureau  Mission  in  the  1990s.  The  Study  is  a 
look  to  the  future  and  not  an  evaluation  of  the 
past.  However,  in  order  for  the  Study  Team  to 
understand  how  the  EEO  program  has 
functioned  up  to  the  present  time,  it  did  review 
the  history  of  the  program. 

The  specific  Study  objectives  established 
by  the  Director  were  to: 

•  Identify  the  goals  and  objectives  for  the 
HQ  EEO  Office  in  the  1990s. 

•  Recommend  priorities  for  attention  in 
the  next  three  years. 

•  Describe  the  HQ  Office  roles,  relation- 
ships, and  responsibilities  in  relation  to 
Field  Offices  to  achieve  the  identified 
goals  and  objectives. 

•  Describe  the  appropriate  skills  and 
staffing  levels  required  for  the  HQ  EEO 
Office  to  achieve  the  identified  goals  and 
objectives. 


Methodology 


The  Team  initiated  an  extensive  informa- 
tion gathering  process,  obtaining  and 
reviewing  as  much  pertinent  material  as  it 
could  in  the  time  allotted  for  the  study.  Other 
bureau  and  agency  managers,  Departmental 
staff,  HQ  Office  specialists  and  managers,  the 
HQ  EEO  Office,  and  Field  Offices  were 
canvassed  for  studies,  statistics,  and  other 
pertinent  information. 

After  reviewing  the  information  and  data 
gathered,  the  Team  established  a  set  of 
assumptions  for  the  study: 


•  The  pressure  to  achieve  a  diverse 
workforce  will  increase. 

•  The  Department  will  not  change  the  cur- 
rent delegation  of  formal  complaint  pro- 
cessing authority  to  the  Bureau  Head- 
quarters office  (only). 

•  The  Bureau  Management  Team,  Field 
Committee,  and  Human  Resources 
Development  Committee  are  willing  to 
be  major  players  in  EEO  program 
management. 

•  Current  HQ  EEO  resources  dedicated  as 
IPAs  will  be  reassigned  to  and  supported 
by  other  programs  outside  of  EEO. 

•  Rightsizing  policies  will  apply  to  the  HQ 
EEO  Office  to  the  extent  possible  with- 
out injuring  program  integrity. 

The  Team  then  established  a  schedule  for 
interviewing  HQ  managers  and  staff  and  pre- 
pared a  questionnaire  to  obtain  the  views  of  the 
field.  Several  external  agencies  were  inter- 
viewed to  learn  how  their  offices  are  managed 
and  to  gain  insight  into  a  variety  of  methods 
and  techniques  for  meeting  the  challenges  of 
developing  a  dynamic  EEO  program.  An 
extensive  amount  of  time  was  allotted  for 
discussions  with  the  HQ  EEO  Staff.  The  Team 
schedule,  HQ  interview  schedule,  and  ques- 
tionnaire with  transmittal  memorandum  are 
included  in  Appendix  1 .  The  interviews  were 
conducted  either  in  person  or  by  telephone  and 
through  a  questionnaire  sent  to  all  State  and 
Center  Offices.  When  the  interviews  were 
completed,  draft  objectives  were  formulated 
and  discussed  with  two  panels  of  managers 
(Appendix  1). 

The  Team  consistently  tried  to  keep  the 
study  process  open  and  to  encourage  partici- 
pation from  all  interested  Bureau  employees 
in  identifying  the  future  direction  of  EEO. 
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Scope 


The  Study  was  commissioned  to  look  at 
what  the  HQ  EEO  Office  should  be  doing  in 
the  future  to  meet  the  Bureau's  needs.  Field 
Office,  Personnel,  and  Employee  Develop- 
ment organizations  and  functions  were  con- 
sidered only  as  they  impacted  the  HQ  EEO 
Office  Organization.  In  particular,  this  study 
did  not  address  recruitment  in  any  depth,  as  the 
Bureau  is  in  the  final  approval  stage  of  a  new, 
detailed  recruitment  plan.  The  study  was  not 
intended  to  be  a  major  research  effort  or  an 
evaluation;  it  sought  to  understand  the  needs 
and  concerns  of  a  variety  of  knowledgeable 
individuals  regarding  the  future  of  the  Bureau' s 
HQ  EEO  Office,  and  to  present  these  needs 
and  concerns  in  a  concisely  written  report. 

The  documents  and  information  the  Team 
reviewed  included: 

•  Current  and  proposed  legislation 

•  National  and  Departmental  policies  and 
guidance 

•  Delegations  of  Authority 

•  Workforce  diversity  and  demographic 
statistics 

•  Existing    program    direction    and 
accomplishments 

•  Coordination  among  Bureau  Personnel 
and  EEO  Offices 

•  Training/education/outreach  initiatives 
and  plans 


Managerial  concerns 

Prior  evaluations  of  EEO, including 
GMEs,  PMEQs  and  PMEs 

Examples  of  EEO  program  management 
in  other  agencies 

Affirmative  Employment  Plan 

Analyses  of  complaints 

Budget,   financial,   and  personnel 
documents 

Functional  Statements 

DOI    Draft    Alternative    Dispute 
Resolution  (ADR)  Proposal 

1991  (EEO)  Accomplishment  Report 

Draft  Reorganization  Plan  (developed 
by  WO- 120) 


Team  Members 

The  Study  Team  was  appointed  by  the 
Director.  It  included  Team  Leader  Judith 
Herrington,  Washington  Office  Management 
Research  Division;  and  team  members  Bill 
Eikenberry,  Wyoming  Associate  State 
Director;  Mario  Gonzalez,  Colorado  State  EEO 
Officer;  John  Jones,  National  EEO  Officer  for 
the  Bureau  of  Reclamation;  and  Rodger 
Schmitt,  Boise  District  Associate  District 
Manager.  Concetta  Stewart,  Washington 
Office  Personnel  Division,  assisted  with  the 
first  round  of  interviews. 


III.  Background 


Current  Organization  and 
Structure 

The  HQ  EEO  Office  operates  much  like  a 
project  office,  with  no  internal  substructure 
(Illustration  1).  Although  individuals  are 
assigned  responsibility  for  specific  functional 
areas,  they  are  cross-trained  and  often  use  a 
team  approach  to  accomplish  their  workload. 
In  FY  1991,  nine  of  the  staff  functioned  as 
counselors  for  local  WO  employees  and  seven 


Illustration  1.  Current  organization  and  functions  of  the 
HQ  EEO  Office. 


Director 


HQ  EEO  Office 

>  Management 

•  Automation 

•  ADR 

►  Policy  Development* 

•  AEP/SEP 

•  Complaints  Process 

•  Investigations 

•  WO  EEO  support 

>  WO  counseling 
»  Training* 

►  Evaluations* 

>  Information  Sharing* 

►  Office  Support 

WM  Total:    173 

functions  belonging  to  EEO,  but  currently  low  priority 


of  the  staff  functioned  as  investigators 
Bureauwide.  All  staff  members  appear  to 
assist  in  one  way  or  another  with  performing 
work  for  local  WO  employee  functions.  Thus 
the  operational  work  of  counseling,  complaints 
processing,  and  service  to  the  local  office  is 
integrated  with  the  proactive  policy,  planning, 
and  program  management  responsibilities. 

Numerous  people  expressed  concerns  to 
the  Study  Team  about  this  mixture  of 
functions.  Although  it  may  seem  like  an  effi- 
cient way  to  operate,  in  practice,  it  usually 
works  poorly.  There  is  a  management  axiom 
that  states  where  operational  work  and  policy 
development  work  are  mixed,  operational  work 
will  always  prevail.  If  the  Bureau  wishes  to 
ensure  that  non-operational  work  gets  accom- 
plished, it  may  need  to  separate  the  operational 
EEO  work  from  program,  planning,  and  policy 
work. 

Current  Functions  and 
Responsibilities 

The  major  components  of  the  Bureauwide 
EEO  program  are  (1)  Affirmative  Employ- 
ment and  Special  Emphasis  Program 
management,  (2)  regulatory  compliance,  (3) 
EEO  service  to  Washington  Office  managers 
and  employees,  and  (4)  training  and  evalua- 
tion. The  HQ  EEO  Office  also  must  manage 
its  internal  office  operations  to  support  its 
Bureauwide  responsibilities.  These  compo- 
nents are  discussed  below.  (See  also  Appendix 
2,  HQ  EEO  Office  functional  statement.) 

1.  Affirmative  Employment  Program 
( AEP)  and  Special  Emphasis  Program  (SEP) 
Management.  The  AEP  and  SEP  responsi- 
bilities of  the  HQ  EEO  Office  include  over- 
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sight,   advice,  guidance,  outreach,  and 
assistance  for  a  number  of  initiatives: 

Special  Emphasis  Programs: 
Black  Employment  Program 
Hispanic  Employment  Program 
Federal  Woman's  Program 

Affirmative  Employment  Programs: 
Historic  Black  Colleges  and 

Universities  (HBCU) 
Hispanic  American  Universities 

and  Colleges  (HACU) 
Native  American  Employment 

and  Colleges  and  Universities 
Asian/other  minority  employment 
Educational  initiatives 
Cooperative  Education 
Resource  Apprenticeship  Program 

for  Students  (RAPS) 

Recently,  the  HQ  EEO  Office  initiated  the 
outreach  program  for  Hispanic  American 
Colleges  and  Universities  (HACU)  and  is  in 
the  process  of  examining  the  need  to  identify 
outreach  and  employment  of  Native 
Americans  as  a  special  emphasis  area.  The 
HQ  EEO  Office  is  also  providing  guidance 
and  direction  for  the  new  Bureauwide 
Resource  Apprenticeship  Program  for 
Students.  A  summary  of  time  allocated  to 
these  programs  is  shown  in  Table  1 . 


With  the  exception  of  Cooperative 
Education  —  which  the  EEO  Office  acquired 
years  ago  after  it  had  foundered  —  the  HQ 
EEO  Office  does  not  have  lead  responsibility 
for  recruitment  or  other  actions  that  have  their 
authorities  in  the  laws  and  regulations 
governing  the  Personnel  community.  Some 
initiatives  like  the  Veterans  Readjustment  Act, 
Junior  Federal  Fellowship  student  intern,  Stay 
in  School,  and  seasonal  employment  are 
conducted  by  Personnel.  These  and  other 
special  hiring  authorities  are  used  by 
personnel  to  hire  candidates  generated  by  the 
Affirmative  Employment  Program.  Both  EEO 
and  Personnel  have  a  role  to  play.  Clearly 
defined  responsibilities  and  a  strong  sense  of 
partnership  between  the  two  organizations  are 
essential  to  the  successful  administration  of 
the  affirmative  employment  programs:  EEO 
leads  the  outreach,  and  Personnel  assists; 
Personnel  leads  the  hiring,  and  EEO  assists. 
There  must  also  be  a  direct  link  between  the 
Affirmative  Employment  actions  of  both 
Personnel  and  EEO  and  the  Bureau's 
Affirmative  Employment  and  Federal  Equal 
Opportunity  Recruitment  strategies.  The 
development  of  Affirmative  Employment 
plans  (AEP  and  FEORP)  require  input  and 
cooperative  planning  from  EEO,  Personnel, 
and  managers  if  the  plans  are  to  be  effective. 


Table  1.  Workmonths  Used  Affirmative  Employment  and  Special  Emphasis  Programs. 

Program  Area 

1988 

1989 

1990 

1991 

1992  est. 

Federal  Woman's  Program 
Hispanic  Employment  Program 
Hispanic  American  Colleges/Univ 
Black  Employment  Program 
Historic  Black  Colleges/Univ 
Cooperative  Education 
Resource  Apprenticship  Program 
Native  American  Employ/Colleg/Univ 

5.0 
4.0 

4.0 
3.0 
5.0 

5.0 

6.0 
6.0 
2.5 

2.0 
3.0 

1.0 
1.0 
2.0 

1.5 
3.0 

.5 
3.5 
3.0 
2.0 
1.0 

2.5 
4.0 

5.0 
3.0 
2.0 
5.0 
1.0 

Total  WMs 

21.0 

19.5 

9 

14.5 

22.5 

10 
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2.  Regulatory  Compliance.  The  HQ  EEO 
Office  is  responsible  for  several  programs  that 
fall  in  the  category  of  regulatory  compliance. 
The  Bureau' s  responsibilities  in  the  regulatory 
programs  include  preparing  appropriate  policy 
and  direction;  ensuring  compliance  with 
regulations;  performing  required  actions, 
reviews,  monitoring,  and  investigations;  and 
completing  prescribed  actions  and  procedures. 
The  three  primary  regulatory  programs  that 
the  HQ  EEO  Office  administers  are: 

Federal  Financial  Assistance  Program 

(Title  VI,  Section  504), 
Sexual  harassment  (29  CFR  1604.1 1), 
EEO  complaint  process, 

(29  CFR  1613/1614). 

Implementation  of  the  Federal  Financial 
Assistance  Program  (Title  VI,  Section  504)  is 
a  major  Departmental  emphasis.  It  requires  a 
concerted  review  and  monitoring  effort  of  all 
federally  funded  facilities  to  ensure  they  are 
accessible  to  all  people.  The  construction/ 
engineering  aspects  that  require  engineering 
expertise  are  being  performed  by  the  Bureau 
engineering  community,  but  without  any 
program  authority.  The  HQ  EEO  Office 
administers  the  other  aspects  of  this  program, 
i.e.,  ensuring  that  people  with  sight  and 
hearing  impairment,  medical  disability, 
mental  disability,  etc.,  have  equal  access  to 
facilities. 

Compliance  with  the  regulatory  require- 
ments (29  CFR  1604.11)  relating  to  sexual 
harassment  requires  that  an  employer  "take  all 
steps  necessary  to  prevent  sexual  harassment 
from  occurring,  such  as  affirmatively  raising 
the  subject,  expressing  strong  disapproval, 
developing  appropriate  sanctions,  informing 
employees  of  their  right  to  raise  and  how  to 
raise  the  issue  of  harassment  under  Title  VII, 
and  developing  methods  to  sensitize  all  con- 
cerned." The  HQ  EEO  Office  is  responsible 
for  assisting  managers  to  create  an  appropriate 


work  environment;  sensitize  the  workforce  to 
what  is,  or  can  be  construed  as,  sexual 
harassment;  and  take  other  educational  infor- 
mational steps  to  ensure  sexual  discrimination 
will  not  occur.  In  addition,  all  employees  are 
required  to  attend  four  hours  of  training  annu- 
ally on  the  prevention  of  sexual  harassment. 
The  HQ  EEO  Office  was  delegated 
responsibility  for  administration  of  the  EEO 
complaint  process  in  1986.  The  Department 
has  restricted  the  delegation  to  the 
Headquarters  Office.  In  view  of  the  coming 
(October  1992)  implementation  of  the  new, 
more  restrictive  regulations  governing  the 
formal  complaint  process,  it  is  very  unlikely 
the  Department  (or  the  Bureau)  would  want  to 
reconsider  this  restriction.  Administering  the 
formal  complaint  processes  requires  more  time 
than  any  other  activity  performed  by  the  HQ 
EEO  Office.  The  Program  Element  Summary 
for  FY  1991  (see  Appendix  4)  shows  com- 
plaint processing  required  48  percent  of  the 
time  that  was  coded  to  the  EEO  subactivity, 
4820.  This  would  include  review  of  docu- 
ments, oversight  of  field  activities,  investiga- 
tions, etc.  The  HQ  EEO  staff  believes  this  is 
high.  The  number  of  complaints  filed  and/or 
investigated  also  suggests  a  lower  figure.  (See 
Section  C2.)  Organizationally,  the  operational 
complaint  work  is  mixed  with  other  proactive, 
program  work,  a  situation  that  favors  over- 
emphasis on  complaint  work  and  under-em- 
phasis  on  policy  and  planning  efforts.  The 
Complaint  Process  is  discussed  further  in  Sec- 
tion C  of  this  report. 

3.  Service  to  WO  Managers  and 
Employees.  In  addition  to  the  general  over- 
sight and  regulatory  responsibilities  for 
Bureauwide  EEO  programs,  the  HQ  EEO 
Office  has  operational  responsibility  for 
providing  EEO  service  to  Washington  Office 
employees.  This  includes  the  same  range  of 
responsibilities  that  are  assigned  to  and 
performed  by  State  and  Center  EEO  manag- 
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ers.  (A  typical  State/Center  functional  state- 
ment is  attached  as  Appendix  3.)  As  part  of 
this  operational  responsibility,  the  Bureauwide 
HQ  EEO  Office  provides  counseling  and 
Special  Emphasis  Program  management  to 
local  employees  —  functions  that  are 
performed  by  collateral  duty  program  people 
in  the  State  and  Center  Offices.  HQ  EEO  is 
now  in  the  process  of  establishing  collateral 
duty  counselors  and  SEP  managers  to  provide 
these  functions. 

4.  Training  and  Evaluation.  The  EEO 

Office  administers  training  and  evaluation 
functions  related  to  EEO.  Training  responsi- 
bilities involve  coordinating  the  development, 
scheduling,  and  updating  of  training  courses 
and  workshops.  Evaluation  responsibilities 
include  developing,  scheduling,  and  perform- 
ing evaluations,  vulnerability  assessments,  and 
technical  assistance  visits.  These  two 
functions  are  discussed  in  greater  detail  in 
Sections  B  and  E  of  this  report. 

5.  Internal  Office  Operations  and 
Administration.  The  fifth  functional  compo- 
nent of  the  HQ  EEO  Office  is  the  management 
of  the  office.  This  includes  providing  staff 
assistance  and  automation  support.  Most  of 
the  staff  work  involves  collecting,  analyzing, 
and  storing  information  as  well  as  generating 
reports,  maintaining  files,  and  assisting  with 
information  sharing  efforts.  The  development 
of  automation  skills  to  support  the  staff  has 
been  essential  in  helping  the  HQ  EEO  office 
move  toward  the  future.  Specialized  automa- 
tion skills  are  providing  essential  support  in 
the  installation  and  testing  of  the  new  Depart- 
mental EEO  information  system  (EEOMAS) 
software. 

Much  remains  to  be  done.  Few  EEO 
reports  are  automated  and  almost  no  use  is 
made  of  electronic  mail.  The  automation  skills 
of  the  staff  are  weak.  Recently,  the  HQ  Office 


acquired  some  used  286  IBM  clone  comput- 
ers; unfortunately,  not  all  of  the  equipment  is 
fully  compatible  and  they  do  not  have  suffi- 
cient computers  to  support  all  staff  needs. 

Current  Starring  and 
Workmonth  Summary 

The  EEO  Office  was  staffed  with  1 3  per- 
manent full-time  (PFT)  and  2  part-time  (PT) 
employees  in  1986  .  This  equates  to  approxi- 
mately 140  workmonths,  using  the  rule  of 
thumb  of  1 0  workmonths  per  person  per  year, 
excluding  leave  and  holidays.  In  1991  the 
office  had  16  PFT,  2  PT,  and  2  temporary 
employees  on  staff.  The  FY  1991  Program 
Element  Summary  Office  Report  (PG1 10P1) 
shows  that  the  HQ  EEO  Office  (WO- 120) 
expended  a  total  of  173.1  workmonths.  (See 
Appendix  4.)  Of  that  total,  141  workmonths 
were  charged  to  EEO  subactivity  (4820),  and 
32  workmonths  were  charged  to  other 
subacti  vities.  One  member  of  the  staff  was  on 
an  Intergovernmental  Personnel  Act  (IP A) 
assignment  full  time;  another  was  on  an  IPA 
for  approximately  three  months.  This  left 
approximately  160  workmonths  available  to 
perform  the  HQ  and  local  WO  work  during 
1991. 

The  HQ  EEO  organization  currently  has  a 
staff  of  18  PFT,  1  PPT,  and  2  temporary 
employees  with  a  projected  use  of  204 
workmonths.  Not  all  of  the  workmonths  are 
available  for  actual  EEO  program  administra- 
tion. Estimating  6  workmonths  of  lapse,  and 
assuming  the  temporary  employees  use  20 
workmonths  and  IPA/detail  assignments  use 
25  workmonths,  a  total  of  173  workmonths 
will  be  available  to  support  the  HQ  EEO  Office 
during  FY  1992.  The  staff  includes  7  Equal 
Employment  Managers,  7  Equal  Employment 
Specialists,  and  7  staff  members  with  other  job 
series.  (See  Appendix  5  for  the  EEO  Office 
Organizational  Roster.)  The  growth  in  staff  is 
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offset  by  the  growth  in  Affirmative  Employ- 
ment Programs  (AEPs),  the  number  of  com- 
plaints filed  and  closed  (see  Table  2),  and  the 
number  of  people  on  detail  or  IPAs.  Addition- 
ally, there  appears  to  be  a  possibility  of  major 
workload  increases  in  the  near  future.  (This  is 
discussed  further  in  Section  H,  HQ  EEO  Office 
Organization.) 


Table  2.  Formal  Complaints  Filed  and  Closed. 

Complaints       Complaints 
Filed              Closed 

FY  1987 

12 

29 

FY  1988 

20 

25 

FY  1989 

32 

25 

FY  1990 

55 

35 

FY  1991 

45 

47 

Source:  Departmental  Office  of  Equal  Opportunity 

Relationship  with  Other 
Organizations 

As  discussed  in  the  Human  Resource  Man- 
agement Partnerships  section  of  this  report, 
there  are  longstanding  frictions  between  EEO 
and  Personnel  that  need  to  be  resolved  if  the 
EEO  program  is  to  be  strong  and  effective. 
Currently,  each  of  the  HRM  organizations 
(EEO,  Personnel,  and  Employee  Development) 
is  trying  to  help  the  Bureau  to  attain  a  diverse 
workforce.  Unfortunately,  they  are  not  coor- 
dinating their  efforts  with  each  other.  The 
outcome  of  these  individual  initiatives  too 
often  results  in  duplication,  wasted  resources, 
frustration,  and  conflicts  over  roles  and  re- 
sponsibilities. As  a  member  of  one  of  the 
HRM  organizations  stated,  "We  work  with 
them  only  when  we  have  to".  This  lack  of  a 
good  working  relationship  cripples  the 
Bureau's  ability  to  build  and  retain  a  diverse 
work  force.  Efforts  of  many  managers  over 
many  years  have  failed  to  resolve  the  coordi- 
nation and  roles  issues  among  the  HRM 
organizations.  Organizational  barriers  have 
played  a  role  in  this  failure.  Something  needs 
to  change. 
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Agency  Responsibilities  (29  CFR  1613) 

The  Director  of  EEO  has  the  following  responsibilities  (29  CFR  1613.204) 

•  advising  management  regarding  proparation  of  plans,  procedures,  regulations,  and  reports 

•  evaluating  the  total  agency  EEO  program 

•  when  authorized  by  the  agency  head,  making  changes  in  programs  and  procedures  to  eliminate 
discriminatory  practices  and  improve  the  agency  EEO  program 

•  providing  counseling 

•  providing  for  receipt  and  investigation  of  individual  complaints 

•  accepting  or  rejecting  class  complaints 

•  when  authorized  by  the  agency  head,  making  decisions  and  ordering  corrective  measures  or,  if  not 
authorized,  reviewing  at  his  discretion,  the  record  on  any  complaint  before  the  decision  is  made  and 
making  recommendations 

The  Agency  Director  has  the  following  responsibilities  (29  CFR  1613.203): 

"The  head  of  each  agency  shall  exercise  personal  leadership  in  establishing,  maintaining 
and  carrying  out  a  continuing  affirmative  program  designed  to  promote  equal 
opportunity  in  every  aspect  of  agency  personnel  policy  and  practice  in  the  employment, 
development,  advancement,  and  treatment  of  employees.  " 

The  Agency  has  the  following  responsibilities  (29  CFR  1613.203): 

•  providing  sufficient  resources  to  positively  and  effectively  administer  its  equal  opportunity  program 

•  assuring  the  principal  and  operating  officials  responsible  for  carrying  out  the  EEO  program  meet 
established  qualifications  requirements 

•  conducting  a  continuing  campaign  to  eradicate  every  form  of  prejudice  or  discrimination,  including 
disciplinary  action  against  employees  who  discriminate 

•  fully  utilizing  the  present  skills  of  employees 

•  providing  opportunities  for  employees  to  enhance  their  skills 

•  communicating  the  agency's  EEO  policies,  programs,  and  employment  needs  to  all  sources  of  job 
candidates 

•  participating  at  the  community  level  with  other  employers,  schools,  universities,  and  other  public  and 
private  groups  to  improve  employment  opportunities  and  community  conditions  that  affect  employ- 
ability 

•  reviewing  and  evaluating  managerial  performance  to  ensure  a  continuing  affirmative  application  and 
vigorous  enforcement  of  the  policy  of  equal  opportunity 

•  awarding  superior  achievements  in  EEO 

•  informing  employees  and  recognized  labor  organizations  of  the  affirmative  EEO  policy  and  program 
and  enlisting  their  cooperation 

•  providing  counseling  for  employees  and  applicants  who  believe  they  have  been  discriminated  against 
and  resolving  matters  informally  [if  possible] 

•  providing  prompt,  fair,  and  impartial  consideration  and  disposition  of  complaints  involving  issues  of 
discrimination 

•  establishing  a  system  for  periodic  evaluation  of  the  agency's  EEO  effort 
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In  the  course  of  the  Study,  the  Team 
identified  a  number  of  issues  that  are  impor- 
tant for  the  EEO  program  to  address  if  it  is  to 
meet  the  challenges  of  the  1990s.  These  issues 
were  examined  by  the  team,  and  comments  on 
their  importance  to  the  future  of  the  program 
were  solicited  from  a  wide  variety  of  manag- 
ers, counselors,  and  EEO  personnel.  Com- 
ments and  information  from  other  sources 
(e.g.,  other  agencies,  document  reviews, 
supplemental  interviews)  were  aggregated  and 
the  issues  were  once  again  reviewed  to  ensure 
they  were  important  to  the  future  success  of 
EEO  and  central  to  the  needs  of  the  Bureau. 
The  team  then  developed  objectives  for  each 
issue  and,  after  discussions  with  managers  and 
EEO  personnel,  firmed  up  Recommended 
Actions  for  meeting  the  objectives.  The  result- 
ing eight  issues  centered  around  the  following 
major  areas: 

•  A  need  for  managers  to  assume  owner- 
ship of  the  EEO  Program 

•  A  need  for  the  HQ  EEO  Office  to  be 
strongly  proactive  in  program  manage- 
ment 

•  A  need  for  EEO  at  all  levels  to  build 
strong  partnerships  both  within  BLM 
and  with  external  organizations 

•  A  need  to  reorganize  the  EEO  Office  to 
enhance  the  Bureau's  ability  to  manage 
the  EEO  program,  conduct  investiga- 
tions, and  provide  service  to  WO 
employees  and  managers. 

A  discussion  of  the  eight  issues  follows. 
Each  of  the  first  seven  issues  has  a  Goal 
statement,  Discussion,  and  Recommended 
Actions;  the  last  issue,  HQ  EEO  Office  Orga- 
nization, is  presented  somewhat   differently 


with  a  Goal  statement,  Discussion,  and  four 
Decision  Items  —  each  supported  by  Options 
and  Analysis  sections. 

A.  Management  Ownership 

Goal: 

Ensure  that  Managers  and  supervisors  at 
all  levels  of  the  Bureau  accept  full  responsibil- 
ity, are  held  accountable,  and  are  rewarded, 
where  appropriate,  for  the  development  and 
implementation  of  the  goals,  objectives,  and 
management  of  the  EEO  program. 

Discussion: 

The  Bureau  Equal  Employment 
Opportunity  (EEO)  program  draws  its 
authorities  from  several  sources,  including 
Title  VII  of  the  Civil  Rights  Act  of  1964,  the 
Civil  Right  Act  of  1991,  Executive  Order 
1 1478  (8/8/69),  29  CFR  1613,  and  the  Equal 
Employment  Opportunity  Act  of  1972  (P.L. 
92-261).  Guidance  is  also  located  in  Depart- 
mental Manual  713,  Part  370,  and  Bureau 
Manual  1400-713. 

These  authorities  provide  clear  direction 
regarding  the  establishment  and  management 
of  a  continuing  affirmative  program  to  pro- 
mote EEO  goals  and  objectives,  assuring  "full 
integration"  of  EEO  responsibilities  into  the 
activities  of  "every  manager  and  supervisor." 
The  roles  and  responsibilities  of  the  Agency 
Director,  the  Agency,  and  the  EEO  Officer  are 
described  clearly  in  29  CFR  1613  (see  sidebar- 
Agency  Responsibilities,  29  CFR  1613). 

Ownership.  The  HQ  EEO  Office  should 
operate  much  like  the  HQ  Budget  or  Personnel 
Office,  providing  information  and  advice  to 
management,  but  with  management  making 
the  decisions  and  determining  the  goals, 
objectives,  and  priorities.  Within  the  goals 
and  objectives  set  by  management,  EEO  should 
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provide  program  direction,  support,  assistance, 
data  aggregation,  reporting,  a  central  clearing- 
house for  information,  and  a  focus  for  imple- 
mentation. EEO  should  always  be  a 
responsible  partner  in  actions  that  affect  the 
EEO  program,  but  they  cannot  go  it  alone. 
Managers  must  assume  ownership  of  and  be 
accountable  for  their  responsibilities  and  hold 
EEO  accountable  for  partnership  in  support, 
assistance,  and  implementation.  But  it  should 
be  quite  clear  —  program  management  is  a 
managerial  responsibility. 

Currently,  EEO  officers  throughout  the 
organization  too  often  take  sole  responsibility 
for  the  development,  execution,  and  evalua- 
tion of  the  program.  They  are  also  often 
assigned  sole  responsibility  for  the  shortcom- 
ings of  the  program.  This  has  fostered  the 
attitude  that  says  diversity  and  Affirmative 
Employment  Program  (AEP)  goals  are  the 
"EEO  program's  responsibility"  and  not  the 
responsibility  of  management.  The  team  found 
this  attitude  exists  in  varying  degrees  through- 
out the  organization,  but  it  is  particularly 
prevalent  in  the  WO.  State  EEO  programs 
appear  to  be  more  directly  linked  to  State 
Directors  for  program  management. 

Managerial  ownership  of  EEO  at  all  levels 
of  the  organization  is  the  only  way  that  EEO 
program  strategies  can  be  effective.  Managers 
must  make  the  decisions,  determine  the 
allocation  of  resources,  integrate  the  varied 
program  priorities  and  plans,  and,  above  all,  be 
held  accountable  for  ensuring  that  the  Bureau 
meets  its  legal  and  regulatory  requirements.  It 
behooves  managers  to  have  highly  talented 
and  skilled  EEO  advisors  to  help  them  carry 
out  this  responsibility.  State  Directors  (SDs) 
and  Associate  State  Directors  (ASDs)  need  to 
use  the  forum  provided  at  BMT  and  FC  meet- 
ings to  develop  a  strong,  unified  leadership 
role  in  setting  annual  Bureauwide  EEO 
strategies,  goals,  and  objectives. 

Communication  and  Education.  In  order 
to  perform  their  responsibilities  effectively, 


managers  must  have  a  good  understanding  of 
the  overall  goals  and  objectives  of  the  pro- 
gram. Employees  and  managers  throughout 
the  Bureau  who  provided  information  to  the 
Study  Team  overwhelmingly  agreed  that  there 
must  be  a  Bureauwide  effort  to  inform  and 
educate  managers  regarding  EEO  program 
goals,  responsibilities,  and  conflict  resolution 
techniques. 

For  the  past  several  years,  efforts  to  com- 
municate with  and  educate  Bureau  managers 
and  supervisors  have  been  accomplished 
mostly  through  casual  training  and  the  com- 
plaints and  investigative  processes  and  not 
through  a  systematic,  well  thought-out  infor- 
mation and  education  outreach  or  training  pro- 
gram. Three  years  have  elapsed  since  the 
Bureau  training  course  EEO  for  Managers 
and  Supervisors  was  last  offered.  The  EEO 
Office  intends  to  revive  this  course  during  FY 
1992.  Top  management  needs  to  emphasize 
the  benefits  of  this  course  and  the  importance 
of  attending. 

Likewise,  many  HQ  and  field  managers 
and  EEO  professionals  identified  the  need  for 
managers  at  all  levels  to  become  more 
knowledgeable  in  the  conflict  management 
process  and  mediation  techniques  (See 
Section  B,  Training).  Increasing  managers' 
knowledge  of  the  EEO  program  and  conflict 
management  processes  will  yield  benefits  to 
all  offices  in  terms  of  their  ability  to  recruit  and 
retain  a  diverse  workforce,  reduce  their 
vulnerability  to  complaints,  and  accomplish 
EEO  program  initiatives. 

To  date,  managers  or  management 
trainees  have  not  been  required  to  obtain  direct 
experience  in  the  EEO  program.  There  is 
general  agreement  that  managers  would  find 
on-the-job  experience  within  an  EEO  Office 
very  helpful  in  increasing  their  ability  to 
manage  EEO  program  activities. 

For  whatever  reason  —  lack  of  time, 
specific  knowledge,  concern,  or  understand- 
ing —  managers  do  not  become  involved  early 
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enough  in  EEO  complaints.  Managers  have 
related  cases  where  they  were  the  last  to  know 
that  a  complaint  was  filed.  These  cases  were 
investigated  without  appropriately  involving 
managers  or  supervisors.  This  does  not  build 
a  good  relationship  between  managers  and 
supervisors  and  the  EEO  program.  Top  man- 
agement has  a  responsibility  to  clearly  advise 
those  involved  that  an  adversarial  relationship 
is  not  acceptable  —  that  the  parties  must  find 
ways  to  work  cooperatively  and  fairly  with 
one  another. 

Budget.  The  dollars  dedicated  to  the  EEO 
program  Bureauwide  are  limited  and  have 
been  focused  primarily  on  the  complaints  pro- 
cess. Funding  below  the  State  Office  level  in 
the  EEO  Subactivity  (4820)  is  rare.  To  sustain 
an  effective  EEO  program,  the  4820  funds 
must  be  supplemented  by  other  subactivities. 
Program  managers,  collateral  duty  counsel- 
ors, and  employees  need  to  understand  that  the 
cost  of  resolving  EEO  matters  is  intended  to  be 
borne  by  the  benefitting  activity.  In  addition, 
there  must  be  recognition  by  top  management 
that  if  this  program  is  to  succeed,  it  must  have 
adequate  budget  support  for  proactive  EEO 
program  management  and  training.  This  will 
require  strong  advocacy  for  the  EEO  program 
at  all  Annual  Work  Plan  meetings  and  man- 
agement support  for  funding  the  EEO  program 
as  integral  to  meeting  the  Bureau  objectives  of 
hiring  and  retaining  a  diverse  workforce. 

Feedback.  If  managers  and  supervisors 
are  to  be  responsible  for  ownership  of  the  EEO 
program,  there  must  be  timely  and  clear  feed- 
back regarding  the  performance  of  their  re- 
sponsibilities. Departmental  and  Bureau  guid- 
ance require  managers  to  review  EEO  pro- 
gram performance  to  ensure  that  EEO  policies 
are  vigorously  applied  and  enforced.  Perfor- 
mance and  program  feedback  are  accomplished 
by  managers  in  two  ways:  through  the  Perfor- 
mance Improvement  and  Position  Review 
(PIPR)  System  and  through  the  Evaluation 
Program. 


There  has  been  only  one  comprehensive, 
Bureauwide  evaluation  of  the  EEO  program  in 
the  last  twenty  years,  and  its  findings  were 
never  released.  The  need  for  an  EEO  evalua- 
tion program  is  acute  and  is  addressed  in 
Section  E,  Evaluations.  Some  attention  to 
EEO  program  management  is  provided  in 
General  Management  Evaluations  (GMEs). 
These  are  conducted  on  a  regular  schedule  that 
covers  all  State  and  Center  Offices.  The  EEO 
component  of  a  GME  is  limited  and  only 
scratches  the  surface  of  EEO  program  activi- 
ties. However,  previous  GMEs  have  stated 
that: 

•  State  Directors  are  not  sufficiently 
involved  in  EEO. 

•  HQ  EEO  is  not  providing  assistance  to 
managers  in  carrying  out  their  EEO 
responsibilities. 

•  Supervisors  and  managers  don't  feel  they 
are  held  accountable  for  the  PIPR 
standards  they  have  relating  to  EEO. 

Absent  an  evaluation  program,  the  perfor- 
mance of  managers  and  supervisors  in  admin- 
istering their  EEO  responsibilities  has  been 
accomplished  through  annual  PIPRs.  At  this 
time,  a  standard  Bureauwide  EEO  element 
has  not  been  developed  or  required  in  manage- 
rial PIPRs.  Each  manager  has  developed  these 
standards  independently.  PIPR  elements  exist 
to  provide  the  basic  foundation  for  judgement, 
but  in  general,  they  have  been  neither  well 
developed  nor  seriously  evaluated  in  relation 
to  established  EEO  goals  and  objectives. 
Within  the  last  year,  the  Director  transmitted  a 
representative  Human  Resources  Management 
PIPR  element  developed  by  Wyoming  BLM 
(IB  91-713),  commending  Wyoming  for  their 
effort.  Review  of  Wyoming's  and  other  good 
EEO  PIPR  elements  could  be  used  to  design  a 
standard  PIPR  element  for  all  managers. 
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5. 


ence  into  KSAs  and  Rating  Plans  for 
managerial  and  supervisory  vacancy 
announcements. 

Establish  a  broad  program  of  awards  and 
incentives  for  accomplishments  in  EEO. 
Consider  the  following  initiatives: 


a.  Establish  a  WO-administered  fund 
to  reward  managers  for  high  accom- 
plishment in  achieving  EEO  goals. 
Structure  this  similar  to  the  GM  merit 
pay  fund. 

b.  Establish  a  rotating  BLM  Director's 
Trophy  to  be  awarded  to  the  organi- 
zation in  the  Bureau  that  best  exem- 
plifies leadership  in  achieving  EEO 
goals. 

c.  Establish  a  competitive  entrepreneur- 
ial fund  available  to  field  offices  for 
the  development  and  implementa- 
tion of  innovative  EEO  initiatives. 

d.  Establish  an  "On  The  Spot"  cash 
award  or  nonmonetary  award  to  en- 
courage both  employees  and  manag- 
ers to  assume  EEO  leadership  roles. 

e.  Acknowledge  supervisors/managers 
and  employees  for  their  personal  EEO 
efforts  in  the  community. 

f.  Incorporate  a  section  describing  the 
accomplishments  of  outstanding 
EEO  managers  and  outlining  the 
value  of  their  efforts  to  the  Bureau  in 
the  quarterly  publication  referenced 
in  Section  G,  Trends  Analysis  and 
Information  Sharing,  Recommended 
Action  No.  10. 

6.    Make  EEO  a  critical  PIPR  element  for 
managers  and  supervisors,  and 


a.  develop  well-written,  carefully  quan- 
tified standards;  hold  managers  and 
supervisors  accountable  for  adher- 
ing to  these  standards. 

b.  incorporate  EEO-related  GME  and 
Evaluation  findings  into  the  PIPR 
element  of  managers. 

7.  Develop  a  program  to  encourage  em- 
ployees, supervisors,  and  managers  to 
contribute  ideas  to  enhance  the  EEO 
program  in  their  office.  Grant  individu- 
als work  time  to  help  develop  and  imple- 
ment their  ideas/initiatives. 

8.  Require  managers  to  take  a  rotational, 
developmental  assignment  in  a  State  or 
Headquarters  EEO  Office  in  order  to  be 
eligible  for  advancement  in  the  manage- 
rial ranks.  This  should  include  participa- 
tion in  investigations  and  training. 

9.  Require  selectees  for  Departmental  and 
other  leadership  training  programs  to 
complete  an  assignment  in  an  EEO 
office,  concentrating  on  training  and  ex- 
perience in  conflict  management,  cul- 
tural diversity,  alternative  dispute  reso- 
lution, and  other  important  functions. 

10.  Enter  into  contracts  with  selectees  who 
enter  a  2-year  tour  in  the  WO  EEO  office 
that  will  ensure  them  placement  to  the 
field  within  2  years. 

1 1 .  Restructure  the  position  of  Deputy  Chief 
of  Headquarters  EEO  and  identify  it  as  a 
developmental  position  for  managers. 

12.  Hold  Bureauwide  and  Statewide  confer- 
ences on  Human  Resource  Management 
for  managers  and  supervisors,  with  at 
least  one-third  of  the  time  devoted  to 
EEO  issues. 
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13.  Periodically  hold  Bureau  Management, 
Field  Committee,  and  State  Management 
Team  meetings  in  conjunction  with  eth- 
nic or  women's  meetings  or  other  meet- 
ings that  would  enhance  Bureau  under- 
standing of  cultural  diversity. 

14.  Re-energize  the  Human  Resources  De- 
velopment Committee  and  give  the  group 
broad  representation  and  authority  to 
assist  in  HRM  program  development. 
Define  the  HRDC  role  clearly. 

15.  Conduct  outreach  targeted  to  specific 
areas  where  vacancies  can  be  clearly 
projected.  Seek  to  obtain  the  authority  to 
hire  on-the-spot  when  SDs  are  recruiting 
and  conducting  outreach. 


16.  Establish  a  steering  committee  for  the 
Hispanic  American  College  and 
Univeristy  (HACU)  and  Hispanic  Em- 
ployment Program  (HEP)  initiatives  and 
for  the  Native  American  employment 
and  college/university  outreach  effort; 
include  responsibility  for  the  Black  Em- 
ployment Program  (BEP)  within  the 
scope  of  the  Historic  Black  College  and 
University  (HBCU)  Steering  Commit- 
tee. Require  these  steering  committees 
to  have  rotating  leadership  and  charters 
that  clearly  delineate  their  roles  and  re- 
sponsibilities, require  the  preparation  of 
annual  goals  and  objectives,  and  require 
close  coordination  with  the  HQ  EEO 
Office  and  other  steering  committees. 
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Management  Ownership  Decisions 
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Director's  guidance  on  decisions  is 
shown  in  italics 
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a/ 


a/ 
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1 .  Issue  policy  statement 
( Work  with  Public  Affairs) 

2.  Attend  meetings/EEO  topics 

3.  Develop  Strategic  Plan 
{Plan  should  cover  all  HRM  organizations) 

4.  EEO  knowledge  in  KSAs 
{Ensure  wording  does  not  create  a 
barrier  to  applicants) 

5.  Award  Managers/Others 

6.  Critical  PIPR  el./incl.  GME  findings 

7.  Work  time  grants 

8.  Require  managers  to  work  in  EEO 
( The  Implementation  Plan  should  reflect  the  decision  to 
recommend  managers  take  a  rotational  or  developmental 
assignment  in  a  state  or  HQ  HRM  organization  to  improve 
their  supervisory  and  managerial  skills) 

9.  Require  trainees  to  work  in  EEO 
{Expand  to  include  all  HRM  organizations) 

10.  Transfer  to  field  if  2  years  in  EEO 
{Develop  and  implement  a  program 
similar  to  the  existing  congressional 
experience  rotational  program) 

1 1 .  Rotation  position  in  EEO 

12.  Bureauwide/  State  HRM  Conferences 

13.  Mngt  team  mtgs  with  min/women's  mtgs 

14.  Involve  HRDC 

15.  Target  outreach,  hire  authority 
{Include  as  part  of  the  larger  Bureauwide 
recruitment  effort 

16.  Estab/charter  steering  committees 
{AD,  Support  Services  wiUdevelop  a  plan  to 
involve  managers  injtosk.  efforts  without 
establishing  com 

Director 


Implement 
Now 

Review  for 
Later  Action 

Do  Not 
Approve 

^ 

*/ 

\S 

a/ 


\S 


j^ 


A/1 


i/ 
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Recognition.  Along  with  ownership  and 
accountability  for  the  EEO  program  should 
come  recognition  for  positive  accomplishments 
and  innovation.  Until  recently,  there  has  not 
been  a  formal,  developed  program  for  giving  a 
pat  on  the  back  to  employees,  supervisors,  or 
managers  to  recognize  positive  EEO  accom- 
plishments. There  need  to  be  incentives  for 
an  EEO  job  well  done.  A  recent  proposed 
revision  to  the  awards  manual  has  included  a 
complete  program  for  awards  relating  to  the 
EEO  program.  This  is  an  excellent  effort; 
managers  and  supervisors  throughout  the 
Bureau  should  be  urged  to  implement  this 
program,  and  search  for  additional  means  to 
encourage  and  reward  significant  EEO 
accomplishments. 

Some  Field  Offices  have  been  proactive  in 
granting  awards  for  EEO  accomplishments. 
This  is  due  in  part  to  the  direct  access  the  EEO 
Manager  generally  has  to  all  members  of  the 
management  team.  It  is  important  that  EEO 
managers  be  visible  and  involved  in  decision- 
making meetings  at  all  levels  of  the  organiza- 
tion. In  most  States,  EEO  officers  are  an  inte- 
gral part  of  the  state  management  team  and 
other  decisionmaking  meetings,  including  the 
annual  work  plan  meetings.  Assisted  by  the 
education,  information,  and  advocacy  efforts 
of  the  State  EEO  Manager,  many  SDs  have 
begun  to  develop  a  more  proactive  and  aggres- 
sive EEO  program. 

Only  through  direct  managerial  involve- 
ment in  the  EEO  program  and  regular  feed- 
back can  the  Bureau  ensure  that  the  program 
will  improve  and  that  ownership  will  be  main- 
tained in  the  hands  of  managers.  A  program 
that  is  misunderstood,  not  understood  at  all,  or 
viewed  as  adversarial  by  most  Bureau  manag- 
ers and  employees  is  a  program  that  will  not  be 
trusted  and  cannot  be  successful. 

Objectives: 

1 .    Ensure  managers  are  experienced  in  and 


involved  with  all  aspects  of  EEO 
program  development,  management,  and 
implementation. 

2.  Institutionalize  incentives  and  account- 
ability for  EEO  program  management. 

3.  Ensure  EEO  is  a  major  component  of 
each  manager's  and  supervisor's 
responsibilities. 

4.  Institutionalize  EEO  experiences  as  part 
of  managerial  development. 

5.  Ensure  top  management  gives  visible, 
hands-on  support  to  EEO  program  goals 
and  objectives. 

6.  Involve  EEO  Specialists  in  non-EEO 
program  activities  to  enhance  and 
broaden  their  experience  and  understand- 
ing of  the  Bureau's  culture. 

Recommended  Actions: 

1.  Issue  a  major  Director's  policy  state- 
ment endorsing  management  responsi- 
bility. This  must  have  followup  by  the 
Director. 

2.  Ensure  full,  effective  representation  of 
the  HQ  EEO  Officer  at  all  BMT,  FC, 
HMT,  and  AWP  meetings  and  include 
EEO  program  topics  on  the  agenda  on  a 
regular  basis. 

3.  Develop  a  comprehensive  Strategic  Plan 
outlining  long-term  EEO  goals  and 
objectives.  The  BMT  should  be  directly 
involved  in  developing  the  plan,  and  the 
plan  should  incorporate  the  development 
of  a  multi-year  Affirmative  Employment 
Plan  (AEP)  and  Federal  Equal  Opportu- 
nity Recruitment  Plan  (FEORP),  tying 
both  of  these  to  annual  work  plans. 

4.  Incorporate  EEO  expertise  and  experi- 
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B.  Training 


Goal: 

Establish  a  comprehensive  EEO  training 
program  to  ensure  a  well-informed  workforce, 
a  highly  skilled  EEO  staff,  and  motivated  man- 
agers who  can  knowledgeably  assume  respon- 
sibility for  the  EEO  program. 

Discussion: 

The  cornerstone  of  a  successful  and  effec- 
tive EEO  program  is  comprehensive  training. 
As  in  any  other  Bureau  program,  the  amount  of 
knowledge  and  skill  that  managers,  supervi- 
sors, employees,  and  EEO  staff  acquire  will 
greatly  enhance  their  ability  to  deal  with  their 
EEO  responsibilities  appropriately  and  effec- 
tively. To  accomplish  this,  training  plans  should 
be  developed  and  implemented  for  all  indi- 
viduals involved  in  the  EEO  program. 

Historically,  the  HQ  EEO  Office  has  of- 
fered two  structured  courses  —  EEO  Coun- 
selor Training  and  EEO  For  Managers  and 
Supervisors.  Both  of  these  courses  received 
high  marks  by  those  providing  information  to 
the  study  team.  Other  short  workshops  were 
offered  which  dealt  with  topics  such  as  pre- 
vention of  discrimination  and  sexual  harass- 
ment. These  offerings  were  available  upon 
request  by  States  and  Centers.  The  EEO 
Counselor  Training  was  considered  manda- 
tory for  Bureau  EEO  counselors. 

These  courses  have  not  been  offered  for 
several  years.  This  has  forced  States  and 
Centers  to  develop  their  own  courses  or  to  turn 
to  OPM  and  outside  contractors.  The  cost  of 
these  alternatives  can  be  substantial.  Addi- 
tionally, any  semblance  of  standardization  is 
severely  compromised.  What  Matt  and  Dick 
learn  in  Utah  is  different  from  what  Jan  learns 
in  California,  and  none  of  the  OPM  courses  are 
tailored  to  Bureau  policies,  procedures,  or 
culture.  A  central  guiding  hand  is  needed  to 
maintain  close  adherence  to  the  very  complex, 


detailed,  and  changing  requirements  of  EEO 
law,  regulation,  and  policy.  Failure  to  main- 
tain up-to-date,  standardized  EEO  training  risks 
compromising  quality  in  handling  the  EEO 
Program. 

The  Bureau  has  a  good  track  record  in 
resolving  conflicts,  primarily  due  to  the  dedi- 
cation of  our  EEO  specialists  and  collateral 
duty  counselors.  However,  there  is  room  for 
improvement  in  supervisor,  specialist,  and 
counselor  training.  Dedication  and  good  in- 
tentions can  take  the  Bureau  only  so  far.  People 
providing  information  to  the  study  team  over- 
whelmingly agreed  that  managers  and  super- 
visors should  be  required  to  take  comprehen- 
sive courses  in  conflict  management  and  me- 
diation. A  commitment  by  management  to 
provide  regular,  quality  training  and  on-the- 
ground  resources  for  counselors  and  supervi- 
sors is  the  only  way  to  maintain  a  good  track 
record  in  the  future.  As  the  EEO  regulations 
continue  to  change  and  the  program  becomes 
more  complex,  the  Bureau  must  ensure  that  its 
counselors  and  supervisors  receive  quality 
training  and  maintain  good  skills  in  counsel- 
ing and  mediation.  The  Bureau  can  pay  now  or 
it  can  pay  later!  It  will  cost  resources  to  meet 
the  EEO  training  needs  now,  but  it  will  cost  far 
more  if  the  Bureau  does  not  take  an  active 
complaint  prevention  approach  or  fails  to  re- 
solve disputes  prior  to  the  formal  complaint 
stage. 

In  particular,  feedback  from  managers, 
EEO  personnel,  and  employees  indicated  that 
the  primary  emphasis  in  quality  training  for 
managers,  supervisors,  and  counselors  should 
be  directed  toward,  but  not  be  limited  to,  the 
following: 

•  conflict  management 

•  hiring/selection 

•  grievances 
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counseling 

alternative  dispute  resolution 


Increase  the  conflict  management  and 
conflict  avoidance  skills  of  managers 
and  supervisors. 


The  HQ  EEO  Office  has  recently  proposed 
a  number  of  training  objectives  for  the  EEO 
program,  including  reinstating  the  Bureau's 
EEO  Counselor  Training  and  the  EEO  For 
Managers  and  Supervisors  course.  This  is  an 
excellent  start  for  the  revitalization  of  a 
proactive,  cooperative  training  effort.  The 
PTC  is  currently  reviewing  training  program 
needs;  a  review  of  EEO  related  training  could 
be  included  within  this  review. 

The  responsibility  for  training  has  histori- 
cally resided  with  Personnel  or  Employee 
Development.  The  team  would  not  propose  to 
change  history  in  this  area.  However,  it  is 
essential  that  managers,  supervisors,  and  EEO 
specialists  provide  substantial  input  into  the 
development  of  training  course  outlines  and 
content.  They  should  also  participate  as  train- 
ing instructors.  In  the  past,  the  HQ  EEO  Office 
has,  for  example,  very  successfully  presented 
both  the  EEO  Counselors  Course  and  the  EEO 
for  Supervisors  and  Managers.  There  must  be 
a  cooperative  relationship  among  all  players. 
The  HRM  organizations  and  PTC  must  rely  on 
one  another  if  they  truly  want  to  further  the 
goals  of  the  EEO  program  and  assist  the  Bu- 
reau in  meeting  the  challenges  of  Workforce 
2000.  The  Bureau  can  escape  dealing  with 
these  challenges  for  the  short-term.  But  the 
organization  will  fail  to  meet  the  EEO  chal- 
lenges of  the  future  if  it  doesn't  give  more  than 
lip  service  to  training  managers  and  EEO  spe- 
cialists. 

Objectives: 

1.  Increase  the  understanding  of  all 
employees,  managers,  and  supervisors 
regarding  their  respective  EEO  roles  and 
general  EEO  laws,  regulations,  policies, 
and  procedures. 


3.  Increase  managers'  and  supervisors' 
awareness  of  and  ability  to  manage 
sensitive  issues  (e.g.,  sexual  harassment, 
white  male  backlash,  etc.). 

4.  Ensure  the  Bureau  has  a  cadre  of  well- 
trained,  highly  skilled  EEO  officers, 
specialists,  and  counselors. 

Recommended  Actions: 

1.  Complete  a  needs  assessment  for  a 
comprehensive  EEO  training  program 
using  input  from  and  the  joint  efforts  of 
the  HRM  organizations,  PTC,  and 
managers  and  supervisors  Bureauwide. 

2.  Invest  in  developing  skilled  managers 
and  supervisors  by  including  EEO 
training  in  the  basic  supervision  course 
for  supervisors.  Increase  the  basic 
requirement  to  120  hours  training  for 
first-time  supervisors.  Provide  for  a 
minimum  of  4  hours  of  EEO  training  as 
annual  follow-up.  Include  the  following: 

sexual  harassment 

Affirmative  Employment  Plan 

roles/responsibilities 

conflict  resolution 

cultural  diversity 

mediation 

selection  practices 

interviewing 

lessons  learned 

theories  of  discrimination 

sexual  harassment 

backlash 
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Provide  Bureau-developed  training  for 
counselors,  including  an  annual  refresher. 
At  a  minimum,  include  the  following 
topics:  conducting  counseling  interviews 
with  employees  and  managers,  gather- 
ing information  regarding  alleged  dis- 
crimination, identifying  the  basics  of  a 
complaint  situation,  and  maintaining 
objectivity. 


counselor's  role,  the  grievance  process, 
and  the  EEO  complaint  process. 

6.  Managers/supervisors  are  to  participate 
in  the  design  and  presentation  of  specific 
EEO  courses.  Utilize  the  PTC  train-the- 
trainers  course  for  managers,  supervi- 
sors, and  employees  involved  in  training 
activities. 


4.  With  broad  input  from  field  managers, 
develop  training  modules  of  varying 
lengths  covering  topics  like  those  listed 
in  Recommended  Action  2;  integrate 
them  into  existing  training  courses  as 
appropriate  to  the  topic,  or  provide  to  the 
States  and  Centers  for  their  use  as  stand- 
alone short  courses. 

5 .  Provide  specific  training  for  employees, 
managers,  and  supervisors  regarding  the 


7.  Develop  a  regular  schedule  for  training 
delivery  and  number  of  hours  required. 

8.  Require  new  supervisors  to  complete  the 
initial  basic  course  for  new  supervisors 
within  a  specific  time  period  after  as- 
suming their  new  position  (e.g.,  within  6 
months),  and  to  complete  annual  refresher 
training.  (See  Action  No.  2  above.) 


Training  Decisions 


1.  Training  needs  assessmt 

2.  120  hrs  supv  train'g-4  hrs  refresher 

3.  Counselors  training/refresher 

4.  Develop,  use  Training  modules 

5.  Training  re  counselor's  role 

6.  Mgrs  help  design,  give  training 

7.  Schedule  for  training 

8.  Supv.  training  within  (vmo. 


Director 


Implement 
Now 


i 

5 


^- 


Review  for 
Later  Action 


Do  Not 
Approve 


dw\>9-dV>J 


SEP  I  8  1992 


Date 
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C.   Conflict  Management 

This  section  covers  the  entire  complaints 
process: 

CI.  Informal  Complaints  Process 

C2.  Formal  Complaints  Process 

C3.  Alternative  Dispute  Resolution  Process 

These  three  ways  of  managing  conflicts 
are  separate,  yet  they  can  all  be  applied  to  a 
single  complaint.  The  first  two  methods  of 
managing  EEO  conflicts  are  regulatory  and 
have  been  used  for  a  number  of  years.  The 
Alternative  Dispute  Resolution  (ADR)  Pro- 
cess has  recently  been  formalized  in  regula- 
tion but  has  not  yet  been  fully  tested  in  the 
Bureau. 

The  informal  complaint  process  begins 
when  an  aggrieved  employee  contacts  a  coun- 
selor and  ends  in  30  days  (under  29  CFR  1 6 1 4) 
if  the  matter  has  not  been  resolved.  At  that 
time,  the  counselor  must  advise  the  complain- 
ant of  his  or  her  right  to  file  a  formal  complaint 
of  discrimination  and  give  them  a  notice  of 
final  interview  (NOI).  The  formal  complaint 
process  allows  1 80  days  from  the  day  a  com- 
plaint is  filed  to  complete  the  investigation  and 
issue  a  final  agency  decision.  Under  new  regu- 
lations effective  October  1,  1992,  after  180 
days  the  complainant  may  request  an  Equal 
Employment  Opportunity  Commission 
(EEOC)  hearing  or  a  final  decision  by  the 
agency.  The  ADR  process  provides  a  broad 
range  of  flexibilities  in  resolving  disputes  in- 
formally. The  ADR  process  can  be  used 
instead  of  or  along  with  the  informal  com- 
plaint process,  and  it  can  continue  to  be  used 
even  after  a  formal  complaint  has  been  filed,  if 
there  is  an  opportunity  for  informal  resolution. 

CI.  Informal  Complaint  Process 

Goal: 

Ensure  the  Bureau  has  a  cadre  of  fully 


trained  counselors,  managers,  and  supervi- 
sors who  can  effectively  administer  their  re- 
sponsibilities and  facilitate  early  resolution  of 
conflicts. 

Discussion: 

The  basic  authorities  for  the  complaint 
process,  including  the  use  of  counselors  and 
description  of  their  basic  responsibilities,  flow 
from  29  CFR  1613,  Equal  Employment  Op- 
portunity in  the  Federal  Government.  This 
regulation  has  been  recently  reissued  as  29 
CFR  1614,  with  implementation  of  new  proce- 
dures to  begin  October  1,  1992. 

The  informal  complaint  process  centers 
around  the  use  of  a  counselor  to  perform  im- 
partial mediation,  fact-finding,  and  resolution 
activities.  The  process  is  regulatory  and  has 
prescribed  timeframes  and  procedures.  EEO 
Counselors  provide  an  open,  systematic  chan- 
nel through  which  employees  and  applicants 
may  raise  questions,  get  answers,  discuss  alle- 
gations of  discrimination,  and  informally  ob- 
tain resolution  of  problems. 

The  counselor  needs  to  have  a  good  under- 
standing of  the  complaint  process,  mediation 
skills,  and  the  ability  to  be  objective  and  per- 
form fact-finding.  Knowledges,  skills,  and 
abilities  (KSAs)  for  employees  assigned  EEO 
collateral  duties  are  listed  in  Federal  Personnel 
Manual  713,  along  with  the  requirements  for 
documenting  these  assignments  in  employ- 
ees' position  descriptions. 

The  Department  and  EEOC  require  coun- 
selors to  attend  a  basic  course  in  EEO  counsel- 
ing prior  to  handling  a  complaint  of  discrimi- 
nation. They  also  require  that  the  complainant 
have  access  to  several  counselors,  and  the 
Department  OEO  states  the  counselor  must 
not  be  a  manager/supervisor. 

The  Bureau,  like  most  other  Interior  agen- 
cies, uses  program  employees  to  perform  com- 
plaint counseling  as  a  collateral  duty.  The  HQ 
EEO  Office,  which  provides  counseling  to 
local  Washington  Office  employees,  is  an 
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exception  to  this  practice.  Recently  they  have 
sought  to  use  collateral  duty  counselors  in- 
stead of  HQ  EEO  staff.  Applications  for 
counselors  are  solicited,  and  selections  are 
made  by  management  from  among  the  appli- 
cants. As  required  by  Federal  Personnel 
Manual  7 1 3 ,  the  counselors  must  have  specific 
skills  and  the  collateral  duty  responsibilities  of 
counselors  must  be  recognized  in  their  posi- 
tion descriptions.  Generally,  every  office  lo- 
cation has  at  least  one  EEO  counselor,  with 
larger  offices  having  several.  All  together, 
there  are  approximately  138  collateral  duty 
counselors  in  the  Bureau  with  an  average  grade 
of  GS-9  (Table  3).  All  State  Offices  except 
ESO  have  at  least  one  GS-12  counselor;  most 
have  several.  The  Centers  each  have  at  least 


Table  3.  EEO  Counselors. 

State 

Number  of 
Counselors 

Range  of 
Grades 

Average 
Grade 

Alaska 

17 

5-13 

11 

Arizona 

13 

7-12 

11 

California 

13 

5-12 

9 

Colorado 

8 

4-12 

7.6 

ESO 

5 

4-9 

7 

Idaho 

8 

6-13 

9 

Montana 

7 

4-12 

9 

New  Mexico 

8 

5-12 

9.5 

Nevada 

8 

5-12 

9 

Oregon 

26 

4-12 

9 

Utah 

9 

5-12 

9.5 

Wyoming 

10 

5-12 

9 

BIFC 

2 

7-11 

9 

Service  Center 

4 

5-11 

7 

Total 

138 

Note:  WO  data  is  not  included;  selection  of  collateral-duty 
counselors  is  not  complete. 

oneGS-11  counselor. 

The  Bureau  has  an  excellent  record  of 
dispute  resolution  at  the  informal  stage  of  the 
complaint  process.  This  would  appear  to  sup- 
port the  effectiveness  of  counselors.  As  stated 
previously,  each  counselor  is  required  to  have 
a  basic  course  in  counseling.  More  experi- 
enced counselors  often  have  taken  courses  in 
conflict  resolution,  report  writing,  and  ad- 
vanced counseling.  The  HQ  EEO  Office  de- 
veloped and  presented  its  own  course  in  coun- 
seling for  a  number  of  years.  For  the  past  three 
years,  the  OPM  course  has  been  used  instead. 
There  has  been  particularly  high  praise  for  the 
Bureau  course  and  a  general  plea  to  return  to 
using  it  instead  of  the  much  more  general  OPM 
course.  The  HQ  EEO  Office  has  already 
planned  to  reinstate  the  Bureau  Counseling 
course  this  Fiscal  Year. 

The  HQ  EEO  Office  requires  State  EEO 
Officers  to  send  a  copy  of  each  Counselor 
Report,  including  all  supporting  documents, 
to  them  for  review  whether  or  not  a  formal 
complaint  is  filed.  This  is  a  burdensome 
workload  for  HQ  and  could  be  alleviated  by 
the  effective  use  of  the  evaluation  system  for 
quality  control.  If  a  report  is  needed  by  WO, 
they  can  have  it  in  their  hands  in  less  than  24 
hours  using  overnight  mail,  or  even  more 
rapidly  by  facsimile  or  electronic  mail.  While 
the  regulations  require  counselors  to  keep 
records  of  counseling  activities,  it  requires 
only  that  they  "...brief,  periodically  the  EEO 
Officers  on  those  activities;  and  when  advised 
that  a  [formal]  complaint  of  discrimination  has 
been  accepted  from  an  aggrieved  person,  to 
submit  a  written  report  to  the  EEO  Officer  with 
a  copy  to  the  aggrieved  person  . . ."  (29  CFR 
1613.213). 

Conflict  resolution  skills  in  the  Bureau  are 
generally  focused  only  on  resource  issues  (e.g., 
oil  and  gas  development  versus  recreation 
use),  not  on  interpersonal  conflicts.  However, 
the  potential  for  increasing  complaint  activity 
under  the  new  29  CFR  1614  regulations  and 
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the  implementation  of  Alternative  Dispute 
Resolution  processes  will  require  supervisors/ 
managers  and  counselors  to  have  good  inter- 
personal conflict  resolution  skills  as  well  as  a 
thorough  understanding  of  the  processes. 

The  person  who  successfully  performs 
counseling  activities  provides  significant  ben- 
efits to  the  agency,  yet  there  are  few  benefits  to 
the  employee  who  assumes  these  difficult  re- 
sponsibilities. In  one  "EEO  Counselor  Memo- 
randum of  Understanding"  reviewed,  the  em- 
phasis was  on  the  avoidance  of  injury,  not  on 
the  potential  for  reward.  Counselors  generally 
do  not  feel  valued  by  management.  They  often 
feel  that  when  they  accept  counseling  respon- 
sibilities, they  are  immediately  introduced  to 
adversarial  attitudes  on  the  part  of  manage- 
ment. Counselors  report  these  adversarial 
attitudes  often  persist  or  intensify  when  they 
perform  their  counselor's  role  as  impartial 
arbitor  and  fact-finder.  Praise  and  reward  for 
counseling  are  rare;  criticism  is  perceived  to 
be  common. 

There  is  concern  at  all  organizational  lev- 
els about  the  potential  for  (and  reality  of) 
retribution  against  counselors.  Numerous 
people  interviewed  had  a  tale  to  tell  about  a 
counselor  being  censured  because  of  a  com- 
plaint he  or  she  handled.  True  or  not,  the 
perception  is  damaging  to  the  EEO  program. 
Any  action  that  can  be  construed  as  "restraint, 
interference,  coercion,  discrimination  or  re- 
prisal in  connection  with  the  performance  of 
his  [sic]  duties"  is  contrary  to  the  specific 
requirements  of  29  CFR  1613.213.  To  avoid 
misunderstandings  and  misperceptions,  it  is 
essential  for  both  the  manager  and  the  coun- 
selor to  increase  their  understanding  of 
everyone's  role  in  the  complaint  process. 
Additionally,  managers  must  be  held  account- 
able for  ensuring  that  counselors  are  not  in- 
jured professionally  in  any  way  through  per- 
formance of  their  responsibilities. 

There  are  advantages  and  disadvantages  to 
having  full-time  counselors.  At  this  time,  the 


latitude  exists  for  states  to  use  their  collateral 
duty  workmonths  to  hire  a  full-time  counselor. 
However,  this  would  not  relieve  them  of  the 
need  to  provide  employees  with  a  choice  of 
counselors.  One  of  the  organizational  Options 
(Section  H,  HQ  EEO  Office  Organization — 
Decision  Item  4,  Option  4)  recommends  that 
professional  counseling  expertise  be  available 
in  the  HQ  and  two  zones  to  provide  advice, 
expertise,  oversight,  and  on  rare  occasions,  to 
provide  direct  counseling  for  a  particularly 
difficult  or  sensitive  case.  There  are  likely  to 
be  cost  advantages  related  to  training  full-time 
professional  counselors.  However,  the  gen- 
eral population's  exposure  to  and  involvement 
in  EEO  would  be  far  greater  with  a  number  of 
collateral  duty  counselors.  It  is  uncertain 
whether  a  professional  counselor  would  be 
viewed  with  more  suspicion  than  a  collateral 
duty  counselor  who  could  be  a  colleague. 

Objectives: 

1.  Ensure  the  Bureau  has  a  cadre  of  well- 
trained  counselors. 

2.  Enhance  managerial  skills  in  conflict 
management  and  mediation. 

3.  Increase  management  and  employee 
understanding  of  the  responsibilities  of 
counselors  and  the  informal  complaint 
processes. 

4.  Establish  criteria  for  the  selection  and 
tour-of-duty  of  counselors. 

5.  Ensure  counseling  is  a  positive,  career 
enhancing  activity  for  the  counselor. 

Recommended  Actions: 

1.  Develop  a  training  plan  for  managers/ 
supervisors  that  requires  training  in  sev- 
eral of  the  EEO  processes,  including  the 
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complaints  process  and  counseling/ 
mediation  techniques,  and  the  roles  and 
responsibilities  of  EEO  counselors  and 
investigators.  (The  training  modules 
developed  in  response  to  B.  Training, 
Recommended  Action  4,  could  be  used 
for  this  purpose.) 

2.  Develop  a  training  plan  for  counselors 
that  identifies  courses  to  take  within  given 
timeframes.  This  training  plan  should 
include  some  on-the-job  training  and 
discussion  opportunities  with  successful 
counselors.  (See  also  B.  Training,  Rec- 
ommended Action  3.) 

3.  Restate  BLM  policy  for  counselors  to 
provide  counseling  only  after  complet- 
ing the  initial  training  course  and  receiv- 
ing appropriate  authorization.  Require 
periodic  refresher  training  to  maintain 
official  authorization  to  provide  services. 

4.  Develop  brochures  for  managers  and 
employees  that  explain  the  roles  of  coun- 
selors, managers,  and  other  personnel 
involved  in  the  EEO  complaint  process. 
(See  also  G.  Trend  Analysis,  Recom- 
mended Action  2.) 

5 .  Develop  criteria  for  awards  and  recogni- 
tion for  excellence  in  counseling;  recog- 


nize excellence  in  counseling  as  a 
positive  factor  in  promotions  and  job 
placements. 

6.  Recommend  and  establish  guidance  for 
a  yearly  meeting  between  counselors 
and  their  primary  managers  to  reaffirm 
roles  and  responsibilities  and  discuss 
concerns  about  reprisal. 

7.  Re-examine  the  HQ  EEO  requirement 
for  submission  of  every  counseling  re- 
port to  HQ  for  review.  If  not  required  by 
EEOC  or  the  Department,  review  and 
quality  control  should  be  performed 
through  the  evaluation  system,  site  vis- 
its, and  the  State  EEO  Officer. 

8.  Encourage  and  support  efforts  of  coun- 
selors to  obtain  additional  training  from 
external  sources. 

9.  Consider  establishing  opportunities  for 
counselors  to  shadow  EEO  counselors 
from  external  sources. 

1 0.  Provide  on-the-job  training  for  counsel- 
ors in  investigations  and  alternative  dis- 
pute resolution  to  develop  an  increased 
understanding  of  the  EEO  process. 
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Informal  Complaint  Process  Decisions 


Director's  guidance  on  decisions 
is  shown  in  italics. 

1 .  Training  Plan  for  managers 

2.  Training  plan  for  counselors 

3.  Training  before  counseling 

4.  Brochures  re  roles 

5.  Awards  for  counseling 

6.  Annual  counselors/mgt  mtg 

7.  Examine  submission  of  reports 

8.  Encourage  outside  training 

9.  Shadow  assignments 
10.  OJT  Training 

(Encourage  SDs  to  provide  opportunities 
for  counselors  to  learn  about  the  investigative 
and  ADR  p  rocesses) 


s. 


Implement 
Now 

3§ 


Director 
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C2.  Formal  Complaint  Process 

Goal: 

Establish  a  fair,  timely,  and  effective 
complaints  process  that  is  supported  by 
Bureau  managers  and  employees. 

Discussion: 

The  authorities  for  the  complaint  process 
flow  from  29  CFR  1613,  Equal  Opportunity  in 
the  Federal  Government,  which  was  recently 
reissued  as  29  CFR  1614.  This  regulation 
assigns  specific  responsibilities  to  the  Agency 
Director,  the  Agency,  and  the  Director  of  EEO, 
(see  the  sidebar  "Agency  Responsibilities"  in 
Section  A.)  and  prescribes  definite  implemen- 
tation processes  and  timeframes. 

The  Department  of  the  Interior  delegated 
responsibility  for  accepting  and  processing 
informal  and  formal  complaints,  conducting 
investigations,  and  adjudicating  and  determin- 
ing the  disposition  of  cases  to  the  Bureau  in 
July  1985.  The  Bureau  was  prohibited  from 
redelegation  of  authorities  relating  to  process- 
ing of  formal  complaints  below  Headquarters 
level.  The  Department  Office  of  Equal  Oppor- 
tunity (OEO)  retained  authority  to  reject  com- 
plaints and  approve  final  agency  determina- 
tions. The  Bureau  was  the  leader  in  obtaining 
this  delegation,  and  their  success  in  adminis- 
tering the  process  was  a  key  factor  in  the  1986 
DOI  decision  to  delegate  similar  responsibili- 
ties to  all  Interior  agencies.  Recently,  the 
Bureau  has  involved  field  offices  in  investiga- 
tions and  preparation  of  the  Record  of  Investi- 
gation (ROI).  Field  personnel  who  are  in- 
volved in  investigations  have  received  train- 
ing and  are  presently  working  with  experi- 
enced HQ  investigators.  When  fully  trained, 
they  will  be  detailed  to  the  HQ  EEO  Staff  for 
the  duration  of  any  investigation  they  are  as- 
signed to  conduct.  This  will  supplement  the 
capabilities  of  the  HQ  EEO  Staff  and  increase 


field  understanding  of  the  formal  complaint 
process. 

All  of  the  impacts  of  the  new  29  CFR  1 6 1 4 
are  not  yet  apparent,  but  it  is  reasonable  to 
expect  that  new  guidance  and  training  will  be 
essential .  Under  29  CFR  1 6 1 3 .28 1 ,  if  a  com- 
plaint has  not  been  resolved  within  180  days, 
the  complainant  has  the  option  to  seek  relief  in 
U.S.  District  Court.  However,  adherence  to 
the  180-day  requirement  has  generally  been 
weak.  Under  the  new  requirements  of  1614, 
the  timeframes  for  processing  formal  com- 
plaints are  less  flexible  and,  if  the  agency  does 
not  meet  regulatory  timeframes,  the  EEOC 
becomes  increasingly  involved.  Additionally, 
the  complainant  has  access  to  compensatory 
damage  awards  under  the  Civil  Rights  Act  of 
1991  if  he/she  goes  to  court.  The  new  provi- 
sion for  compensatory  damage  awards  may 
increase  the  number  of  cases  filed,  make  infor- 
mal settlements  more  difficult  to  obtain,  and 
elevate  agency  costs. 

The  costs  of  investigations  are  borne  by 
the  office  of  the  complainant.  Investigations 
are  usually  performed  by  one  investigator, 
using  a  court  reporter  to  take  verbatim  tran- 
scripts. The  HQ  EEO  Office  did  not  supply  the 
team  with  any  data  on  times  or  costs  to  conduct 
investigations.  As  illustrated  in  Appendix  6, 
Conflict  Management  Activity,  FY  1991,  the 
formal  complaint  process  has  numerous  phases/ 
steps.  The  standards  used  by  the  DOI  state  that 
a  GS-12  investigator  should  be  able  to  com- 
plete 22  investigations  a  year.  The  Study 
Team  estimates  the  cost  of  an  investigation  at 
$3,000  (travel  and  labor  for  one  investigator) 
plus  $1,500  for  a  court  reporter.  In  1991,  26 
complaints  were  investigated  and  20  ROIs 
were  issued.  As  noted  earlier,  the  field  has 
been  providing  assistance  with  both  investiga- 
tions and  preparation  of  ROIs. 

The  main  value  of  using  a  court  reporter  to 
provide  a  verbatim  transcript  of  interviews 
during  an  investigation  is  to  save  the 
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investigator's  time  and  to  have  an  official 
transcript  of  the  interviews  if  and  when  the 
case  goes  to  court.  The  Department  and  most 
other  agencies  stopped  using  a  court  reporter  a 
number  of  years  ago.  While  using  a  court 
reporter  is  very  successful  in  eliminating  argu- 
ments about  who  said  what,  there  is  no  evi- 
dence that  using  signed  affidavits,  supple- 
mented with  tape  recordings  when  agreed  to, 
is  any  less  effective,  particularly  for  cases  that 
are  settled  informally.  Over  the  past  several 
years,  only  a  few  cases  have  actually  gone  to 
court.  (Appendix  6  shows  that  in  FY  1 99 1 ,  of 
45  complaints  filed  and  43  complaints  carried 
over  from  previous  years,  only  7  are  currently 
in  court.)  However,  recent  experience  of  other 
agencies  indicates  that  complainants  are  less 
willing  to  settle  informally  and  more  willing  to 
go  to  court  to  access  the  compensatory  damage 
provisions  of  the  Civil  Rights  Act  of  1991. 
There  may  be  an  appropriate  compromise  be- 
tween using  affidavits  and  using  a  court  re- 
porter, depending  on  the  type  of  a  case  and  a 
judgement  about  whether  or  not  it  will  go  to 
court. 

There  is  widespread  concern  about  the 
timeliness  of  complaint  disposition  and  feed- 
back regarding  the  status  of  complaints.  Man- 
agers reported  there  is  often  an  unduly  long 
wait  between  completion  of  an  investigation 
and  proposed  disposition  of  the  complaint. 
Some  managers  feel  there  is  sometimes  exces- 
sive pressure  to  resolve  a  complaint,  even 
when  there  is  little  evidence  supporting  its 
validity.  This  contributes  to  the  widespread 
perception  that  the  EEO  Office  is  an  advocate 
for  the  complainant.  There  is  also  a  belief  that 
this  practice  encourages  frivolous  complaints. 
Managers  at  all  levels  stated  that  they  want  the 
HQ  EEO  Office  to  make  the  proposed  dispo- 
sition quickly  after  the  ROI  is  completed,  even 
if  it  is  not  favorable  to  the  agency. 

Managers  stated  that  reports  on  the  status 
of  cases  have  rarely  been  provided  voluntarily 


in  a  timely  manner  to  managers  or  complain- 
ants, and  that  they  often  had  to  make  repeated 
requests  to  obtain  information  about  the  status 
of  a  case.  Both  parties  have  a  need  and  a  right 
to  know  what  is  occurring  on  a  case  in  which 
they  are  involved.  Feedback  should  be  pro- 
vided routinely  and  in  a  timely  manner. 

Managers  can  take  positive  steps  to  as- 
sume responsibility  for  the  management  of  the 
complaint  process  by  getting  actively  involved 
in  how  the  process  is  implemented.  Within 
regulatory  guidance,  there  are  areas  of  discre- 
tion, particularly  with  how  quickly  implemen- 
tation should  proceed.  In  order  to  make  good 
decisions,  managers  must  understand  the  pro- 
cess, what  latitude  is  available,  and  what  risks 
might  be  assumed  with  different  actions. 
Managers  must  also  assume  responsibility  for 
learning  what  causes  complaints  and  how  to 
avoid  them.  HQ  EEO  should  be  a  partner  in 
these  efforts. 

Objectives: 

1.  Increase  managerial  involvement  in  the 
management  of  the  complaint  process. 

2.  Ensure  the  process  operates  in  a  fair, 
effective,  and  expedient  manner. 

3 .  Ensure  managers  and  complainants  have 
ready  access  to  information  about  cases 
that  affect  them. 

4.  Ensure  managers  understand  the  ramifi- 
cations of  the  new  1614  regulations/?  aw 
to  implementation. 

Recommended  Actions: 

NOTE:  A  number  of  the  recommendations  in 
Evaluation,  Training,  and  EEO  Office  Organi- 
zation Sections  of  this  report  also  address 
concerns  relating  to  the  formal  complaint  pro- 
cess. 
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1 .  Prepare  and  present  a  briefing  to  the  next 
BMT  and  FC  on  changes  in  the  imple- 
mentation of  the  complaints  process  due 
to  the  Civil  Rights  Act  of  1991  and  29 
CFR  1614;  identify  the  impacts  to  the 
Bureau. 

2.  Discuss  the  complaint  process  at  a  BMT, 
addressing  the  implications  of  preparing 
an  ROI  and  a  proposed  disposition 
quickly  after  the  investigation  has  been 
completed.  Determine  the  agency  posi- 
tion and  provide  specific  direction  to  the 
HQ  EEO  Office  on  this  issue. 

3.  Strive  for  disposition  of  formal  com- 
plaints within  90  days. 


4.  Expand  the  use  of  field  EEO  staff  to 
supplement  HQ  investigative  capabili- 
ties. (See  also  EEO  Office  Organization, 
Decision  Item  1,  Recommended  Action 
8.) 

5.  Continue  to  use  field  personnel  to  pre- 
pare the  Record  of  Investigation. 

6.  Conduct  training  and  issue  brief,  easy- 
to-use  guidance  on  the  implementation 
of  29  CFR  1614  no  later  than  August 
1992. 

7.  Establish  a  routine  reporting  system  to 
keep  SDs  appraised  on  the  status  of  their 
cases  in  a  timely  manner. 


Formal  Complaint  Process  Decisions 


>w 


Director's  guidance  on  decisions  is 
shown  in  italics. 

1.  Brief  BMT  on  CR  Act  1991/1614 

2.  BMT  review  complaint  process 

3.  90  day  disposition 

{Final  goal  will  flow  from  BMT  decision) 

4.  Use  field  investigators 

5.  Field  prepare  ROI 

6.  Training  on  1614 

( Complete  training  as  sol 

7.  Case  status  report 


s. 


Implement 
Now 


Review  for 
Later  Action 


Do  Not 
Approve 


m^L 


x^L 


i^l 


£ 


^L 


Director 


as  practical) 


^L 
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C3.  Alternative  Dispute 
Resolution  Process 

Goal: 

Implement  an  Alternative  Dispute  Resolu- 
tion process  that  is  consistent  with  existing 
authority  and  guidance  provided  by  29  CFR 
1614  and  the  Department. 

Discussion: 

At  the  present  time  Bureau  complainants 
do  not  have  an  officially  recognized  alterna- 
tive to  the  formal  complaint  process  for  resolv- 
ing disputes.  However,  the  new  regulations 
implementing  the  Civil  Rights  Act  of  1 99 1  (29 
CFR  1614)  provide  for  the  use  of  the  Alterna- 
tive Dispute  Resolution  (ADR)  Process,  which 
is  a  flexible  and  informal  process,  in  lieu  of  or 
with  the  formal  complaint  process. 

The  HQ  EEO  Office  has  piloted,  in  the 
Washington  Office,  an  alternative  referral  pro- 
cess which  provides  a  complainant  with  the 
option  of  seeking  resolution  through  manage- 
ment channels.  Preliminary  feedback  indi- 
cates there  has  been  a  high  rate  of  success  in 
resolving  concerns  using  this  alternative  pro- 
cess. In  addition,  State  EEO  offices  have  taken 
advantage  of  the  21 -day  window  (under  29 
CFR  1613)  allowed  for  filing  a  complaint, 
advising  employees  to  try  discussing  certain 
concerns  with  their  managers  in  an  attempt  to 
find  a  solution.  Complainants  are  also  advised 
that  they  have  access  to  the  formal  EEO  pro- 
cess during  the  entire  21 -day  window.  (This 
window  will  become  30  days  under  29  CFR 
1614.) 

The  Department  of  the  Interior  is  planning 
to  pilot  test  a  formal  ADR  program  in  a  num- 
ber of  locations  nationwide.  Under  this  initia- 
tive, comprehensive  training  programs  will  be 
provided  to  all  employees  with  roles  in  the 
mediation  process.  The  Department  proposes 
to  maintain  a  roster  of  approximately  100 


trained  employees  located  in  various  agencies 
who  will  serve  as  mediators. 

Various  forms  of  ADR  have  been  used 
since  at  least  as  far  back  as  1 9 1 3  to  help  resolve 
international  disputes,  labor  disputes,  Native 
American  claims,  and  hazardous  waste  dis- 
putes, among  many  others.  However,  a  num- 
ber of  recent  legislative  actions  form  the  au- 
thority and  basis  for  this  new  interest  in  ADR, 
including  the  Administrative  Dispute  Resolu- 
tion Act  of  1 990  (PL  1 0 1  -552),  the  Negotiated 
Rulemaking  Act  of  1990  (PL  101-648),  and 
the  Judicial  Improvement  Act  of  1990  (PL 
101-650). 

The  objective  of  ADR  is  to  settle  a  dispute 
without  resorting  to  a  formally,  legally  im- 
posed judgment.  In  the  ADR  process,  a  third- 
party  mediator  typically  intervenes  at  the  re- 
quest of  either  party  in  the  dispute.  The 
mediator's  function  is  to  assist  with  procedure 
and/or  substance  in  the  dispute.  Resolution 
and  acceptance  of  any  proposed  compromise 
is  strictly  voluntary.  The  aggrieved  party  has 
the  right  and  option  of  having  a  personal  rep- 
resentative participate  during  any  stage  of  the 
process.  The  representative's  role  is  as  an 
advisor  only. 

The  advantages  of  using  ADR  in  lieu  of  the 
formal  complaint  process  include  quick  reso- 
lution of  disputes,  less  expensive  process  costs, 
decisions  that  can  be  tailored  to  the  parties' 
needs,  the  likelihood  that  there  will  be  less 
stress  and  long-term  damage  to  working  rela- 
tionships, and  minimal  record-keeping  require- 
ments. The  only  records  required  are  to  track 
the  timing  of  the  process  to  ensure  the  formal 
process  can  be  pursued  in  the  event  an  agree- 
ment is  not  reached,  and  for  a  written,  signed 
document  spelling  out  whatever  agreement  is 
reached  through  this  informal  process. 

The  ADR  alternative  builds  on  existing 
cooperative  relationships;  provides  psycho- 
logical support  through  the  third-party  media- 
tor; offers  a  chance  for  both  parties  to  "save 
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face"  ("I  don't  want  to  suggest  that  solution, 
but  if  it  comes  from  a  third  party,  I'm  in  the 
clear.");  increases  the  participation  of  manag- 
ers and  supervisors;  and,  finally,  creates  an 
atmosphere  where  both  parties  can  come  out 
with  a  "victory"  —  a  win/win  solution. 

Government  and  private  sector  experience 
with  ADR  point  out  that  third-party  mediators 
come  from  diverse  professional  backgrounds 
and  educational  levels.  The  Department  is 
endorsing  this  diversity  in  selection  of  media- 
tors. Likewise,  Bureau  employees  should  have 
a  choice  of  mediators  that  have  a  variety  of 
backgrounds  and  grades. 

As  proposed  in  the  February  1992  Depart- 
mental ADR  Implementation  draft,  the  ADR 
process  would  involve  four  components:  (1) 
Pre-complaint  Counseling,  (2)  After  Formal 
Complaint  Filing,  (3)  Selected  Complaints, 
and  (4)  Administrative  Grievances.  (See  In- 
formation Bulletin  92-326,  dated  March  17, 
1 992,  for  the  complete  Departmental  proposal.) 
Components  1  and  2  would  cover  most  of 
potential  disputes  that  are  within  the  jurisdic- 
tion of  EEO. 

ADR  offers  an  exciting  alternative  to  the 
formal  process  of  resolving  disputes  where 
neither  the  individual  aggrieved  nor  the  Bu- 
reau will  win  in  the  long-term.  Adopting  an 
informal,  easily  implemented  process  for  early 
and  satisfactory  resolution  of  potential  com- 
plaints or  grievances  provides  an  alternative  to 
the  costly,  formal  complaint  and  grievance 
process.  Both  parties  can  walk  away  as 
winners. 

Objective: 

1 .  Offer  aggrieved  parties  an  informal  and 
flexible  alternative  to  the  formal  com- 
plaint process  that  promotes  resolution 
of  disputes  at  the  local  level  and  com- 
plies with  the  requirements  of  EEOC  and 
the  Department. 


Recommended  Actions: 

1 .  Review  Departmental  draft  guidance  and 
recommend  alternatives  best  suited  for 
Bureau  implementation;  seek  approval 
from  the  Department  at  the  earliest  pos- 
sible date  for  expansion  of  the  program 
throughout  the  Bureau. 

2.  Prepare  a  plan  to  implement  ADR  which 
includes: 

a.  authorities 

b.  development  of  guidance 

c.  roles  and  responsibilities 


d.  procedures 

e.  time  frames  for  implementation 

f.  staffing 


g.    training 

Ensure  that  third-party  mediators  are  di- 
verse in  their  representation  of  adminis- 
trative, technical,  and  professional  se- 
ries and  grades.  Include  supervisors  and 
managers  in  this  group  as  well. 

Continue  ongoing  evaluations  relative 
to  the  promising  aspects  of  alternative 
conflict  resolution. 

Continue  to  prudently  use  the  21 -day 
window  (30  days  under  29  CFR  1614) 
that  the  complainant  has  available  to  file 
a  complaint,  while  safeguarding  the  in- 
tegrity of  the  EEO  complaint  process. 
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Alternative  Dispute  Resolution  Decisions 

Director's  guidance  on  decisions  is  Implement  Review  for  Do  Not 

shown  in  italics.  Now  Later  Action  Approve 


s/ 


1.  Identify  implementation,  get  approval 

2.  Action  plan  to  implement  ADR  ^r  

3.  Diverse  mediators  \y^^ 

(Review  in  context  of  the  approved 
ADR  implementation  plan) 

4.  Evaluate  implementation  U^  

5.  Use  21  (30)-day  window  \^y^ 

{Review  in  context  ofth&Mgproved 
ADR  implementatia 

DmaoK    ~      »     d^J^W  SEP    '  8    l992 
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D.  Human  Resource 
Management  Partnerships 

Goal: 

Improve  cooperation,  communication,  and 
coordination  among  Human  Resource  Man- 
agement (HRM)  organizations. 

Discussion: 

As  with  many  programs  in  the  Bureau, 
there  are  cross-program  responsibilities  be- 
tween EEO,  Personnel,  and  Employee  Devel- 
opment organizations .  Clear  policy  and  manual 
guidance  generally  establishes  boundaries 
within  which  different,  but  closely  allied,  or- 
ganizations operate.  However,  the  lack  of 
specific,  up-to-date  program  guidance  for  the 
EEO  program  and  a  lack  of  commitment  on  the 
part  of  managers  to  remedy  this  situation  has 
made  coordination  and  cooperation  among 
these  organizations  difficult.  Managers,  Per- 
sonnel and  Employee  Development  staffs,  and 
field  EEO  personnel  have  all  felt  themselves  in 
an  adversarial  relationship  with  the  HQ  EEO 
Office. 

The  only  BLM  program  evaluation  of  the 
EEO  program,  completed  in  1984  but  never 
formally  approved,  found  that  roles  and  rela- 
tionships between  EEO  and  Personnel  needed 
clarification.  It  stated  that,  because  of  the 
complexities  of  the  roles,  a  "certain  amount  of 
confusion  and  friction"  existed.  Our  team  has 
found  that  this  lack  of  close  cooperation  and 
coordination  has  continued  up  to  the  present 
time. 

Managers  must  take  responsibility  for  de- 
termining the  goals,  objectives,  and  priorities 
of  the  HRM  program,  specifically  the  EEO 
component.  The  HRM  programs  (personnel, 
employee  development,  and  EEO)  are  closely 
interrelated.  EEO  and  the  other  HRM  organi- 
zations need  to  have  a  healthy  partnership  that 
ensures  that  advice  to  management,  assistance 
to  the  field,  and  program  implementation  ac- 


tions on  interrelated  functions  are  fully  coordi- 
nated. Managers  must  require  this  partnership 
and  work  with  the  HRM  organizations  to  de- 
velop a  spirit  of  cooperation  and  teamwork. 

Location,  reporting  relationships,  and  regu- 
lations have  played  a  significant  role  in  the 
rocky  relationships  between  Personnel  and 
EEO.  There  are  perceived  inequities  on  both 
sides.  The  HQ  EEO  Chief  reports  directly  to 
the  Director,  while  the  Chief,  Division  of  Per- 
sonnel, reports  to  the  AD,  Management  Ser- 
vices. This  makes  it  appear  the  Chief  of  EEO 
has  stronger  advocacy  and  support  than  the 
Chief,  Division  of  Personnel.  In  fact,  it  was 
reported  to  be  the  opposite  —  in  many  in- 
stances, the  Division  of  Personnel  was  more 
strongly  represented  through  the  AD  than  the 
EEO  Office  was  able  to  represent  itself.  Re- 
cently, the  AD  for  Support  Services  has  helped 
the  HQ  EEO  Office  by  assuming  an  advocacy 
role  for  EEO  and  diversity  concerns.  The 
grade  structure  in  the  HQ  EEO  Office  tends  to 
be  higher  than  the  grade  structure  in  HQ  Per- 
sonnel, and  the  work  is  viewed  as  having  more 
pizzazz.  The  most  critical  area  of  contention  at 
HQ  level  is  the  differing  interpretation  of  what 
the  various  EEO  and  Personnel  laws  and  regu- 
lations will  allow  in  EEO  settlements. 

The  relationship  between  EEO  and  Per- 
sonnel at  State  and  Center  Offices  is  usually 
not  as  contentious  as  it  is  at  HQ.  Both 
functions  generally  have  access  to  the  State 
Director  and  are  well  represented  at  decision- 
making meetings.  The  grade  concerns  are  the 
reverse  of  what  is  found  in  the  HQ  office.  The 
State/Center  Chief  of  Personnel  has  both  greater 
organizational  weight  and  a  higher  grade.  As 
the  State  and  Center  Offices  are  not  respon- 
sible for  final  settlement  decisions,  they  are 
removed  from  the  perceived  conflicts  in  laws 
and  regulations.  As  a  result,  the  need  for  a 
common  reporting  relationship  is  not  nearly  as 
pressing  in  the  field  as  it  is  at  HQ. 

Various  attempts  to  resolve  the  conflicts 
have  been  undertaken  in  the  past,  without 
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much  dedication  or  success.  It  has  been  par- 
ticularly difficult  to  resolve  conflicts  and  cre- 
ate a  partnership  because  the  organizations 
have  different  reporting  relationships.  Among 
the  more  recent  initiatives  was  an  agreement  to 
exchange  people  on  detail  between  HQ  EEO 
and  Personnel.  Only  one  detail  was  actually 
initiated  and  it  fell  by  the  wayside  in  approxi- 
mately two  weeks  when  work  at  the  losing 
office  mushroomed. 

The  HRM  components  need  a  unifying 
force.  The  Bureau  has  requested  approval  to 
establish  an  Assistant  Director  for  Human 
Resource  Management.  If  approved,  the  new 
position  will  assume  responsibility  for  ensur- 
ing the  EEO,  Personnel,  and  Employee  Devel- 
opment programs  all  work  together  as  part- 
ners. There  are  many  areas  of  overlap,  per- 
ceived conflicts,  and  unclear  roles  and  rela- 
tionships that  must  be  resolved. 

The  AD  will  need  to  be  a  hands-on  man- 
ager to  bring  the  HRM  organizations  together 
into  a  cooperative  unit.  Goals  and  objectives, 
and  roles  and  responsibilities  for  the  entire 
HRM  organization  need  to  be  developed  in 
partnership.  Laws  and  regulations  that  govern 
EEO  and  Personnel  activities  need  to  be  better 
understood  by  both  organizations  and  areas  of 
contention  regarding  interpretation  need  to  be 
resolved.  Managers  and  the  HRM  organiza- 
tions need  to  jointly  develop  annual  plans  and 
updates  such  as  the  Affirmative  Employment 
Plan  ( AEP)  and  the  Federal  Equal  Opportunity 
Recruitment  Plan  (FEORP).  If  approved,  the 
establishment  of  an  AD  for  Human  Resources 
can  provide  the  unifying  force.  If  an  AD  for 
HRM  is  not  approved,  the  EEO,  Personnel, 
and  Employee  Development  programs  should 
all  report  to  the  same  AD,  and  that  AD  will 
need  to  devote  significant  personal  time  to  the 
HRM  program.  An  integrated  approach  to  all 
of  the  HRM  programs  (e.g.,  recruitment,  out- 
reach, special  emphasis  programs,  evaluations, 
training,  automation,  etc.)  is  essential  if 
workforce  diversity  is  to  be  achieved. 


Objectives: 

1.  Form  an  HRM  organization  that  has  a 
partnership  approach  in  setting  and 
achieving  common  goals  and  objectives 
for  the  management  of  cross-cutting  func- 
tions and  activities  (e.g.,  development 
and  implementation  of  AEP/FEORP, 
recruitment,  special  emphasis  programs, 
training,  outreach,  and  employment 
activities). 

2.  Establish  clearly  defined  roles  and  re- 
sponsibilities for  EEO,  Personnel,  and 
Employee  Development  staffs. 

3.  Within  the  HRM  organization,  achieve  a 
greater  understanding  of  EEO  and  Per- 
sonnel laws  and  regulations  and  how 
they  affect  their  roles  and  functions. 

Recommended  Actions: 

1 .  Conduct  a  team-building  session  among 
the  HQ  HRM  organizations. 

2.  Establish  a  program  of  instruction  on 
EEO  and  Personnel  laws  and  regulations 
for  the  HQ  HRM  organizations,  and  re- 
solve perceived  conflicts  between  the 
two  sets  of  regulations. 

3.  Have  HQ  EEO  and  Personnel  managers 
and  staffs  jointly  prepare  a  responsibility 
matrix  to  clarify  roles. 

4.  Use  the  Bureauwide  HRM  conference 

(see  Recommended  Action  17  in  the 

Management  Ownership  section)  to: 
J 

« 

•  highlight  the  benefits  of  working 
together 

•  establish  new  cooperative  relationships 
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5.  Enhance  understanding  and  knowledge 
by  configuring  training,  field  assistance, 
evaluation  teams,  and  task  forces  that  are 
initiated  by  HQ  HRM  organizations  to 
include  members  from  HQ  EEO,  Per- 
sonnel, and  Employee  Development 
staffs. 

6.  Ensure  the  AD  and  HQ  HRM  organiza- 
tions jointly  develop  recommendations 
and  implementation  plans  for  HRM  or- 
ganizational goals  and  objectives. 


7.  Design  a  process  that  ensures  managers 
at  all  levels  of  the  organization  take 
responsibility  for  preparing  the 
AEP/FEORP  and  designing  the 
implementation. 

8.  Re-institute  the  agreement  to  detail  HQ 
people  across  organizational  lines  so  they 
can  gain  experience  in,  and  understand 
the  functions  and  responsibilities  of,  the 
other  HRM  organizations. 


S. 


HRM  Partnerships  Decisions 


\ 


1.  Team  building 

2.  Instruct  HRM  on  laws 

3.  Responsibility  matrix 

4.  Use  HRM  Conference 

5.  Multi-discipline  teams 

6.  HRM  goals  and  objectives 

7.  Managers  develop  AEP/FEORP 

8.  Detail  among  HRi)rf"Nh-garYizauons 


Director 


Implement 
Now 


jZ 


± 
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Review  for 
Later  Action 


Do  Not 
Approve 
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E.  Evaluations 

Goal: 

Ensure  the  HQ  EEO  Office  performs  regu- 
lar, effective  reviews  and  evaluations  of  EEO 
program  management  throughout  the  Bureau. 

Discussion: 

The  Bureau  has  maintained  an  active  and 
thorough  evaluation  program  for  more  than  20 
years.  The  passage  of  the  Federal  Land  Policy 
and  Management  Act  (FLPMA)  in  1976  so- 
lidified the  Bureau's  authority  to  maintain  an 
evaluation  program;  in  Section  307(a)  it  pro- 
vides authority  to  conduct  investigations  and 
studies  involving  management  of  public  lands. 
Additional  authorities  include  Departmental 
Manual  135  and  360  and  Title  VII,  Section 
204,  of  the  Congressional  Budget  and  Im- 
poundment Control  Act  of  1974. 

Current  Bureau  guidance  for  conducting 
evaluations  exists  in  Manual  Section  1240. 
The  objectives  of  the  evaluation  program  are 
to  provide  for  the  development  of  "systematic, 
consistent,  valid,  and  reliable"  information 
and  analysis.  Feedback  from  evaluations  is 
designed  to  assist  managers  in  making  in- 
formed decisions  and  in  evaluating  their  im- 
pacts. This  feedback  does  not  exist  in  the 
Bureau's  EEO  program.  Good  management 
requires  good  feedback. 

The  Bureau  prepared  its  first  and  only 
EEO  program  evaluation  in  1984,  choosing 
not  to  release  the  results.  It  is  not  clear  to  the 
Study  Team  why  the  results  were  never  re- 
leased. No  specific  technical  program  reviews 
or  program  evaluations  of  the  HQ  EEO  Office 
or  of  the  Bureauwide  EEO  program  have  been 
conducted  by  the  Bureau  since  that  effort.  The 
Department  conducted  a  limited  review  of  the 
Bureau' s  EEO  program  in  1 986  to  assess  inter- 
action between  the  Bureau  HQ  EEO  Office 
and  the  Departmental  OEO,  and  to  look  at  the 
administration  of  the  complaints  process. 


EEO  activities  do  receive  limited  review 
in  General  Management  Evaluations  (GMEs). 
Regular  GMEs  have  been  conducted  by  the 
Bureau  throughout  the  life  of  the  Bureau's 
EEO  program.  Issues  dealing  with  the  EEO 
program  have  been  included  in  all  of  these 
evaluations,  but,  as  GMEs  cover  a  very  broad 
range  of  management  activities,  the  scope  of 
EEO  review  has  been  restricted.  No  review  or 
update  of  the  GME  questions  relating  to  EEO 
has  occurred  for  a  number  of  years.  Nonethe- 
less, the  data  gathered  through  the  GME  pro- 
cess gave  indications  that  managers  had  little 
ownership  of  the  EEO  program. 

The  FY  1988-1992  Multi-Year  Affirma- 
tive Employment  Program  (AEP)  for  Minori- 
ties and  Women  and  the  Headquarters  EEO 
Office  document,  "Objectives  for  the  90' s," 
both  clearly  propose  establishing  an  evalua- 
tion program.  As  yet,  no  evaluations  have 
been  scheduled. 

The  only  reason  for  not  establishing  an 
evaluation  program  is  a  lack  of  management 
commitment. 

Objective: 

1.  Establish  and  implement  a  schedule  of 
regular  evaluations  of  EEO  program 
management  throughout  the  Bureau. 

Recommended  Actions: 

1.  Using  current  Bureau  evaluation  pro- 
gram guidance,  and  with  the  assistance 
of  WO-860,  prepare  a  questionnaire  and 
an  issue  guide  for  use  in  conducting 
program  evaluations  of  field  EEO 
programs. 

2.  Establish  a  schedule  to  perform  regular, 
consistent  program  evaluations  of  field 


39 


IV.  Issues 


EEO  programs  on  a  3-year  cycle; 
implement  the  schedule  fully  in  FY  1 993 . 

3 .  Review  the  EEO  component  of  General 
Management  Evaluations  to  determine 
if  the  questions  are  providing  the  most 
critically  needed  information. 

4.  Conduct  an  evaluation  of  the  Bureau's 
progress  toward  meeting  the  approved 
objectives  and  accomplishing  the  ap- 
proved actions  in  the  Multi-Year  Affir- 
mative Employment  Program  Plan  for 
Minorities  and  Women  (IM  88-574,  dated 
July  19,  1988). 


5 .  Encourage  the  participation  of  EEO  per- 
sonnel on  General  Management  Evalua- 
tions and  other  program  evaluations. 

6.  Institute  a  program  of  conducting  field 
assistance  trips  in  conjunction  with  other 
field  work  (training,  investigations,  or 
evaluations)  to  promote  communications 
with  the  field  beyond  the  complaints 
aspects  of  the  EEO  program. 

7.  Establish  and  maintain  a  continuing  self- 
evaluation  program  in  the  HQ  EEO 
Office,  similar  to  that  required  of  HQ 
Personnel. 


N. 


Evaluations  Decisions 

Implement 
Now 


1.  Issue  guide  and  questionnaire 

2.  Develop,  implement  schedule 

3.  Review  GME 

4.  Evaluate  AEP  accomplishments 

5.  EEO  on  GME  evaluations 

6.  Field  assistance  trips 

7.  Self-evaluations 

Director 


£ 


± 


z 


z 


ZZ- 


Review  for 
Later  Action 


Do  Not 
Approve 


fl/vvi^V^Je 


;EP   I  8  1992 


40 


F.  Policies/Guidance/Manuals 


F.  Policies/ Guidance/Manuals 

Goal: 

Ensure  the  Bureau  has  a  comprehensive 
set  of  EEO  manuals,  handbooks,  and  guidance 
that  is  timely,  up-to-date,  and  easy  to  read,  and 
that  provides  a  strong  framework  for  program 
management. 

Discussion: 

Bureau  policy  and  guidelines  for  the  Equal 
Employment  Opportunity  (EEO)  program  are 
established  in  Bureau  Manual  1400-7 13,  origi- 
nally issued  on  1 1/9/70.  The  last  major  revi- 
sion was  released  in  1975  (1-1024, 12/19/75), 
with  several  limited  revisions  between  1975 
and  1980  (Table  4).  Bureau  EEO  policy  and 
guidance  since  1975  have  been  transmitted 
primarily  through  the  issuance  of  Instruction 
Memoranda.  Most  of  these  have  expired.  The 
Departmental  EEO  manual  is  similarly  out  of 
date.  The  last  major  revision  of  370  DM  713, 
Equal  Employment  Opportunity,  occurred 
January  4,  1973. 


Table  4.  Revisions:  BLM  Manual  1400-713. 

Release  1-690 

11/9/70 

16  sheets 

Release  1-759 

2/7/72 

13  sheets 

Release  1-83 

11/5/73 

32  sheets 

Release  1-1024 

12/19/75 

41  sheets 

Release  1-1052 

7/30/76 

5  sheets 

Release  1-1116 

5/20/77 

40  sheets* 

Release  1-1222 

9/30/80 

9  sheets 

*The  majority  of  these  pages  were  tables  and  appendices. 

Source:  BLM  Manual  Transmittal  Sheets. 

In  the  past,  there  has  been  considerable 
concern  that  updating  the  Bureau  manual  prior 
to  receiving  a  revised  Departmental  manual 
might  cause  friction  with  the  Department.  The 
result  of  this  concern  was  a  decision  not  to 
revise  the  BLM  Manual  and  a  continuing  re- 
luctance to  provide  more  in  the  area  of  policy 
and  guidance  than  the  Department  issued. 

To  initiate  a  strongly  proactive,  positive 
EEO  program  that  has  management  owner- 
ship and  supports  the  field  EEO  community, 
there  must  be  a  foundation  of  clear  guidance 
regarding  EEO  program  management  and 
implementation  requirements. 

All  segments  of  the  Bureau  population  — 
managers,  employees,  and  EEO  personnel  — 
were  adamant  about  needing  current,  up-to- 
date  manuals,  policies,  and  general  guidance. 
They  also  strongly  expressed  the  need  for 
manuals  and  policies  to  be  concise,  clearly 
written,  and  timely.  Timely  guidance  that 
identifies  impacts  to  current  programs  and 
provides  assistance  with  implementation  is 
particularly  important  in  regard  to  new  initia- 
tives and  changing  regulatory  requirements. 
The  EEO  Office  has  acknowledged  the  need 
for  updating  manuals  and  guidance  in  their 
multi-year  Affirmative  Employment  Plan  (pre- 
pared in  1988)  and  in  the  internal  EEO  Office 
goals  and  objectives  for  the  90s. 

Managers  and  field  EEO  personnel  have 
been  impressed  with  the  quality  of  direction 
that  has  been  forthcoming  from  the  EEO  Of- 
fice in  recent  months.  Nonetheless,  the  field 
indicated  there  were  many  areas  where  addi- 
tional guidance  would  strengthen  their  ability 
to  implement  the  EEO  program. 

Managers  need  to  take  a  visible  stand  sup- 
porting the  development  of  manuals  and  guid- 
ance regardless  of  Departmental  activities. 
Field  managers  and  EEO  personnel  stated  that 
they  are  anxious  to  assist  in  this  effort. 
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Objectives: 

1.  Ensure  appropriate  manuals  and  hand- 
books covering  all  aspects  of  the  EEO 
program  are  available  to  all  levels  of  the 
organization. 

2.  Ensure  policy  and  guidance  address  field 
needs  and  are  issued  in  a  timely  manner. 

3.  Have  timely,  up-to-date,  easy-to-read 
desktop  reference  guides  to  EEO  avail- 
able for  managers,  supervisors,  and  em- 
ployees. 

Recommended  Actions: 

1 .  Survey  the  field  to  determine  where  guid- 
ance is  most  critically  needed  and  issue 
IMs  providing  interim  policy  and  guid- 
ance. Assemble  task  forces,  if  needed,  to 
assist  with  preparing  these  IMs. 

2.  Assemble  taskforces  whose  membership 
includes  field  personnel,  managers,  and 
Personnel  Officers  to  review  and  update 
or  develop  manuals  and  handbooks  as 
needed,  with  the  goal  of  having  a  full  set 
of  up-to-date  EEO  manuals  by  the  end  of 
CY  1993.     Handbooks  and  reference 


guides  for  counselors  should  be  the  first 
priority. 

3.  Assemble  a  working  group  or  taskforce 
of  managers  and  field  people  to  prepare 
useful,  quick-reference  desktop  EEO 
guides  for  managers,  supervisors,  and 
employees.  Consider  areas  such  as  pre- 
employment  processes  (including  selec- 
tion and  interviewing),  complaint  and 
alternative  dispute  resolution  processes, 
lessons  learned/do's  and  don'ts  of  EEO, 
and  conflict  resolution  techniques.  (See 
Handbook  Example,  Appendix  7) 

4.  Provide  the  field  with  timely  assistance 
and  guidance  as  to  the  most  efficient  and 
effective  means  to  comply  with  new 
legislation,  regulations,  Departmental 
policies  and  initiatives,  and  Bureau  poli- 
cies and  initiatives.  (See  also  G.  Trend 
Analysis  and  Information  Sharing,  Rec- 
ommended Actions  9  and  10.) 

5.  Review  the  viability  of  EEO  manuals, 
handbooks,  desktop  guides,  and  Instruc- 
tion Memoranda  as  a  part  of  every  EEO 
Program  evaluation. 


~x 


Policies/Guidance/Manuals  Decisions 


Provide  guidance 
Prepare  manuals,  handbooks 
Develop  Desktop  guides 
Guidance  on  laws,  regs 

Director 
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G.  Trend  Analysis  and 
Information  Sharing 

Goal: 

Foster  a  proactive  role  for  the  HQ  EEO 
office  by  emphasizing  information  sharing  and 
trend  analysis  as  major  functions. 

Discussion: 

Historically,  the  Department  has  not  as- 
sumed a  leadership  role  in  sharing  general 
information  and  ideas  to  assist  the  Bureaus  in 
managing  their  programs.  Trend  analysis  has 
also  been  minimal,  with  significant  weak- 
nesses in  data  base  development,  manage- 
ment, and  analysis.  The  Bureau  EEO  Office 
does  not  have  access  to  the  PAY/PERS  data 
base.  They  perform  data  gathering  and  statis- 
tical/trend analyses  from  hard  copy  reports. 
Assembling  data  from  hard  copy  is  very  labor 
intensive,  adding  to  a  reluctance  to  perform 
extensive  analyses. 

Information  sharing  and  trend  analysis  are 
crucial  to  proactive  and  effective  program 
management.  The  Bureau  is  faced  with  a 
multitude  of  seemingly  conflicting  concerns: 
it  must  increase  recruitment  of  minorities  and 
females;  downsize  Washington  and  State  Of- 
fices; ensure  an  attractive  work  environment 
for  diverse  cultures;  be  sensitive  to  providing 
equal  opportunities  for  all  employees;  and 
administer  increasing  workloads  with  decreas- 
ing budgets.  Each  of  these  initiatives  com- 
petes for  resources  and  time.  With  increasing 
workloads  and  decreasing  budgets,  the  ability 
of  an  individual  office  to  mount  strong, 
proactive  EEO  initiatives  is  slim.  HQ  assis- 
tance, good  program  analysis,  collaborative 
efforts  with  other  organizations,  and  shared 
information  can  significantly  ease  the  burdens 
on  individual  states  and  enhance  program  ef- 
fectiveness. 

Special  Emphasis  Program  Managers  par- 
ticularly need  assistance.  They  are  now  work- 


ing in  a  vacuum,  with  little  information  shar- 
ing among  States  or  Centers,  and  virtually  no 
sharing  among  federal  agencies,  or  between 
the  federal  sector  and  state/local  agencies  and 
organizations.  Stringent  budgets  and  the  lack 
of  a  full-time  EEO  position  at  most  District 
and  Area  Offices  accentuates  the  need  for 
sharing  ideas  and  educational  efforts  across  all 
levels  of  the  Bureau. 

One  way  to  address  these  concerns  is  to 
focus  on  maximizing  information  sharing  both 
Bureauwide  and  at  Field  Offices.  A  wide 
variety  of  efforts  could  be  centered  around  the 
HQ  EEO  Office  assuming  a  major  role  as  an 
information  clearinghouse.  To  maximize  use- 
fulness and  save  resources,  ideas  that  require 
implementation  actions  (programs,  educational 
efforts,  etc.)  should  be  fleshed  out  and  ready  to 
go  without  significant  additional  effort.  The 
HQ  EEO  Office  has  stated  that  this  function  is 
a  goal  for  their  office  to  achieve  in  the  90s  and 
in  recent  months,  they  have  begun  to  work  in 
this  area. 

Information  sharing  internally  should  also 
be  encouraged  by  having  managers  and  EEO 
Staff  regularly  address  EEO  concerns  in  meet- 
ings, workshops,  all-employee  meetings,  and 
other  management  committees  (e.g.,  Bureau 
Management  Team,  Field  Committee,  Human 
Resources  Development  Committee,  State 
Management  Teams,  etc.). 

Both  HQ  and  Field  Offices  would  benefit 
from  establishing  information-sharing  part- 
nerships with  national  and  local  organizations. 
This  would  save  time  and  money,  increase 
effectiveness,  and  revitalize  EEO  programs 
with  an  infusion  of  new  ideas,  concepts,  and 
partnerships.  These  partnerships  would  also 
benefit  BLM  offices  by  enhancing  relation- 
ships with  local  businesses  and  agencies  and 
by  increasing  interaction  with  community  or- 
ganizations, including  minority  and  women's 
groups.  Assistance  might  include  develop- 
ment of  education  efforts,  assistance  with  job 
outreach,  ideas  for  recruitment  strategies,  and 
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collaborative  development  of  short  training 
courses.  In  addition,  partnerships  could  pro- 
mote the  use  of  shared  speakers  and  videos, 
formation  of  a  regional/local  information  base, 
and  development  of  a  fresh  approach  to  event 
days. 

BLM  must  have  good  information  to  pre- 
dict where  it  needs  to  go  and  to  determine  how 
it  is  doing  when  it  gets  there.  Analysis  of 
trends  and  evaluation  of  results  are  the  major 
proactive  steps  the  Bureau  can  take  to  effec- 
tively shape  program  priorities,  goals,  and 
objectives.  Information  provided  to  the  team 
showed  that  there  is  a  strong  need  for  good 
program  and  trend  analysis,  accompanied  by 
clear  interpretation  as  to  how  the  results  relate 
to  EEO  program  management  in  the  field.  To 
be  useful,  trend  analysis  must  predict  the  fu- 
ture and  allow  time  for  the  development  of 
proactive  plans  and  actions.  Trend  analysis  is 
particularly  important  in  predicting  the  chang- 
ing demographics  of  the  Bureau,  including 
areas  where  high  turnover  will  occur  and  a 
profile  of  hiring  that  will  be  needed  in  specific 
job  series.  Analyses  of  trends  and  causes  in 
counseling  and  complaint  activity  can  assist 
managers  in  understanding  how  to  avoid  com- 
plaints in  particular  areas. 

The  recently  released  Demographics  Study 
of  the  Bureau  has  a  wealth  of  information  that 
can  be  helpful  to  understanding  how  the  Bu- 
reau population  is  distributed  and  what  changes 
are  taking  place  in  specific  areas.  The  report 
data  on  employment  trends  by  specific  series 
can  be  analyzed  so  that  outreach  and  recruiting 
efforts  can  be  productively  targeted.  Other 
information  such  as  the  demographics  of  hires 
and  departures  should  be  analyzed  and  related 
to  outreach  and  recruitment  as  well  as  general 
EEO  program  management.  Other  data,  in- 
cluding PAY/PERS,  need  to  be  utilized  to 
provide  management  with  information  about 
our  current  and  future  workforce. 

The  Headquarters  EEO  Staff  have  been 
restricted  in  their  ability  to  provide  good  trend 


analysis  due  to  a  lack  of  access  to  PAY/PERS 
data  bases  and  minimal  automation  equipment 
and  skills  within  the  staff.  This  is  now  improv- 
ing. The  completion  of  the  EEOMAS  system 
will  provide  the  HQ  EEO  Office  with  exten- 
sive new  capabilities  to  analyze  PAY/PERS 
data.  Additionally,  automation  of  reports  that 
do  not  utilize  PAY/PERS  data  would  save 
time  in  the  field  and  provide  the  HQ  EEO 
Office  with  a  data  base  that  can  be  quickly  and 
easily  aggregated  and  manipulated.  The  field 
would  benefit  from  the  ability  to  electronically 
transmit  required  data  in  a  common  format. 
This  would  further  expand  the  capability  of 
HQ  EEO  to  perform  analyses  and  provide 
management  with  proactive  information  and 
forecasts. 

Objectives: 

1 .  Institutionalize  the  role  of  the  HQ  EEO 
Office  in  information  sharing  of  EEO- 
related  material  as  a  major  function. 

2.  Establish  partnerships  between  the  Bu- 
reau Offices  at  all  levels  and  agencies/ 
organizations  that  have  progressive,  posi- 
tive EEO  programs. 

3.  Enhance  staff  capability  through  auto- 
mation, staff  training,  etc.,  to  conduct 
program  and  trend  analyses. 

4.  Ensure  managers  and  field  EEO  person- 
nel have  timely,  regular  analyses  and 
trend  interpretations  that  relate  to  re- 
cruitment, complaint  activity,  employ- 
ment, and  other  areas  critical  to  obtain- 
ing and  retaining  a  diverse  workforce. 

5.  Ensure  managers  and  EEO  staff  have 
timely  information  and  suggestions  re- 
garding management  of  changing  priori- 
ties or  programs,  sensitive  issues, 
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common  errors,  problem  avoidance, 
benefits  of  a  diverse  workforce,  and 
similar  topics. 

Recommended  Actions: 

NOTE:  A  number  of  the  recommendations  in 
the  Evaluation,  Training,  and  EEO  Office  Or- 
ganization Sections  also  address  concerns  re- 
lating to  trend  analysis  and  information  shar- 
ing. 

1.  Communicate  clearly  and  forcefully  to 
all  Bureau  employees  that  the  EEO  Of- 
fice is  assuming  a  major  new  role  in 
information  sharing.  The  importance  of 
this  function  should  be  reflected  in  policy 
statements,  functional  statements,  work 
distribution,  goals  and  objectives,  and 
products. 

2.  Develop  a  series  of  brochures  on  all 
aspects  of  the  EEO  program  to  assist 
employees  and  managers  in  understand- 
ing EEO  laws  and  procedures.  It  is 
important  for  the  HRM  organization  to 
do  this  as  a  unit  so  there  will  be  continu- 
ity of  information  among  the  various 
segments.  (See  also  CI,  Informal  Com- 
plaint Process,  Recommended  Action 
3.) 

3 .  Obtain  direct  access  to  P A Y/PERS  data 
for  the  HQ  EEO  Office  and  use  it,  along 
with  data  provided  by  field  EEO  and 
Personnel  Offices,  to  provide  managers 
and  EEO  offices  with  clearly  understand- 
able information  regarding  specific  job 
series  that  are  underrepresented,  hiring 
and  leave  trends,  internal  movement, 
trends  in  complaint  types  and  numbers, 
trends  in  issues  identified  in  counseling 
contacts,  etc. 


4.  Examine  the  data  elements  that  are  cur- 
rently "not  required"  for  PA  Y/PERS  (and 
in  the  future  for  FPPS);  determine  what 
the  Bureau  needs  for  trend  analysis  and, 
where  possible,  require  the  data  from  all 
employees. 

5.  Establish  an  electronic  bulletin  board  for 
use  by  all  EEO  Staff  and  collateral  duty 
personnel  to  share  ideas  and  information 
across  state  lines.  This  would  include 
sharing  information  and  ideas  on  Special 
Emphasis  and  Affirmative  Employment 
programs,  general  program  management 
topics,  evolving  issues  and  significant 
court  cases,  and  suggestions  for  process 
improvements. 

6.  Obtain  assistance  from  the  WO  Division 
of  IRM  (WO-780)  in  reviewing  all  EEO 
reports  and  determining  which  would 
benefit  from  automation.  Prepare  an 
action  plan  to  develop  applications  or  to 
purchase  of  commercial,  off-the-shelf 
software  (COTS),  where  appropriate. 
(See  also  H.  HQ  EEO  Office,  Decision 
Item  1,  Recommended  Action  12.) 

7.  Encourage  minority  and  women's  orga- 
nizations, colleges  and  universities,  and 
other  educational  and  professional  orga- 
nizations to  provide  assistance,  ideas, 
and  educational  programs  for  Special 
Emphasis  Program  Managers  across  the 
Bureau  to  use. 

8.  Encourage  and  assist  field  offices  in  es- 
tablishing new  and  building  on  existing 
partnerships  with  local  organizations  — 
including  minority  and  women' s  organi- 
zations, private  businesses,  and  state  or 
local  agencies  —  to  assist  with  Special 
Emphasis  Program  management. 
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9.  Provide  information  regarding  new  court 
rulings  and  decisions,  proposed  or 
approved  changes  in  legislation  and  De- 
partmental requirements,  emerging  is- 
sues, changing  program  thrusts,  etc.  In 
all  cases,  this  information  must  be  timely 
and  identify  impacts  on  current  program 
management.  (See  F.  Policies/Guidance/ 
Manuals,  Recommended  Action  4.) 

1 0.  Develop  and  publish,  at  least  quarterly,  a 
general  information  newsletter  that  sum- 
marizes and  provides  sources  for  new 
SEP  program  ideas  and  information; 
outreach  activities;  new  legislation,  court 
rulings,  and  policies;  reminders  of  pro- 


11. 


cess  concerns;  innovative  program 
thrusts;  ways  to  avoid  conflict;  positive 
benefits  of  a  diverse  workforce;  special 
accomplishments,  etc.  (See  also  A.  Man- 
agement Ownership,  Recommended 
Action  8,  and  F.  Policies/Guidance/ 
Manuals,  Recommended  Action  4.) 

Review  the  Demographics  Study  and 
provide  management  with  an  analysis  of 
turnover  and  hiring  trends  by  specific 
job  series  and  recommendations  regard- 
ing outreach  and  recruitment  (schools, 
numbers,  ages,  educational  level  needed, 
etc.). 


Trend  Analysis  Decisions 


"X 


Director's  guidance  on  decisions  is 
shown  in  italics. 
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H.HQEEO  Office 
Organization 

Goal: 

Ensure  that  the  HQ  EEO  Office  has  clearly 
defined  roles  and  functions,  and  that  it  is 
organized,  staffed,  and  given  the  appropriate 
resources  to  perform  its  approved  Bureauwide 
responsibilities. 

Discussion: 

The  Bureau  HQ  EEO  Office  is  charged 
with  developing,  operating,  and  monitoring 
the  Bureau's  EEO  Program  in  compliance 
with  the  Civil  Rights  Act  of  1964,  as  amended 
by  the  EEO  Act  of  1972;  the  Civil  Rights  Act 
of  1991;  Departmental  directives;  and  other 
related  statutes,  regulations,  and  orders.  It  was 
established  in  1975  as  a  function  of  the  Wash- 
ington Office,  reporting  to  an  Assistant  Direc- 
tor. Around  1978,  it  was  reorganized  as  an 
independent  staff  reporting  to  the  Director  of 
the  Bureau.  Currently,  a  proposal  is  before  the 
Department  and  Congress  to  establish  an  As- 
sistant Director  (AD)  for  Human  Resources 
Management  (HRM).  If  approved,  the  EEO 
Office  would  become  a  Division  reporting  to 
the  newly  established  AD  for  HRM. 

The  HQ  EEO  Office  performs  support 
functions  similar  to  those  performed  by  Per- 
sonnel and  Budget.  For  example,  it  provides 
advice  and  assistance  to  the  Director  and  man- 
agement, develops  and  issues  program  guid- 
ance, disseminates  information,  provides  over- 
sight to  field  EEO  activities  and  program  imple- 
mentation, and  is  the  liaison  with  external 
agencies  and  organizations  on  EEO  concerns. 
Program  responsibilities  are  managed  in  part- 
nership with  the  Director  and  Bureau  manag- 
ers. The  Director,  with  input  from  managers 
and  the  EEO  community,  determines  program 
direction,  priorities,  goals,  and  objectives  and 
is  responsible  for  ensuring  the  effectiveness  of 
the  overall  program. 


The  HQ  EEO  Office  also  performs  some 
strictly  operational  work.  The  primary  opera- 
tional functions  are  processing  of  formal  com- 
plaints and  providing  EEO  services  to  the 
Washington  Office  employees  and  managers. 
Both  of  these  functions  must  stay  tied  to  Head- 
quarters. Redelegation  of  responsibility  for 
processing  formal  complaints  below  the  Head- 
quarters level  has  been  expressly  prohibited 
by  the  Department.  Providing  EEO  services 
for  Washington  Office  employees  is  an  area 
where  redelegation  to  any  office  outside  of  the 
Washington  Area  would  defeat  the  purpose  of 
the  function. 

A  more  complete  discussion  of  current 
structure,  functions,  and  staffing  of  the  HQ 
EEO  Office  is  given  in  Section  III,  Back- 
ground. 

As  noted  in  Section  II,  Introduction,  the 
Bureau  is  modifying  its  Headquarters  Office 
operational  roles  and  responsibilities  to  create 
an  organization  more  responsive  to  the  needs 
of  Field  and  Bureau  constituents.  This 
"Rightsizing"  initiative  is  significantly  chang- 
ing the  HQ  staffing  levels  needed  to  accom- 
plish Bureau  tasks.  With  these  changes  in 
mind,  the  Study  Team  requested  recommen- 
dations from  Bureau  managers,  supervisors, 
and  specialists  on  how  to  configure  the  HQ 
EEO  Office  so  that  it  could  best  serve  future 
Bureau  needs. 

The  Study  Team  prepared  a  number  of 
proposed  organizational  structures  and  con- 
figurations that  offer  alternative  ways  of  pro- 
viding EEO  program  services  to  Bureau  em- 
ployees. The  Team  considered  the  future  EEO 
needs  of  the  Bureau,  quality  service,  effi- 
ciency, economy,  new  initiatives,  Departmen- 
tal restrictions,  and  the  goals  and  objectives  of 
Rightsiamg  in  its  look  at  organizational  alter- 
natives for  the  HQ  EEO  Office.  These  consid- 
erations were  not  always  compatible  and  often 
required  judgements  on  their  relative  impor- 
tance to  the  Bureau.  The  following  Objectives 
and  Decision  Items  and  Options  respond  to 
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these  considerations  and  flow  from  the  Study 
Team's  outreach  to  Bureau  employees. 

Objectives: 

1.  Establish  appropriate  functions  for  the 
Bureauwide  HQ  EEO  Office. 

2.  Organize  and  staff  to  serve  the  EEO 
needs  of  local  Washington  Office 
employees. 

3.  Organize  and  staff  to  serve  the 
Bureauwide  EEO  needs. 

4.  Ensure  the  HQ  EEO  Office  has 
appropriate  resources  to  support  its 
responsibilities. 

Recommended  Actions  and  Alternatives: 

Background 

When  looking  at  the  structure  and  staffing 
of  the  HQ  EEO  organization,  many  things 
must  be  considered.  While  the  EEO  Office  is 
similar  to  Personnel  in  the  way  it  should  per- 
form its  responsibilities  in  relation  to  manage- 
ment, the  character  of  its  work  is  very  dissimi- 
lar. Personnel  administers  a  stable,  well- 
formulated,  well-accepted  program  that 
changes  only  in  small  ways  from  year  to  year. 
Currently,  EEO  programs  throughout  govern- 
ment are  having  to  adapt  almost  daily  to  changes 
in  program  direction.  Regulations  are  chang- 
ing almost  monthly;  scores  of  court  cases 
continually  redefine  the  law  (often  in  conflict- 
ing ways);  pressures  from  different  groups  are 
increasing;  and  there  are  numerous  new  pro- 
gram initiatives  coming  from  Congress,  the 
Executive  Branch,  and  the  Department.  EEO 
Offices  must  try  to  accomplish  program  re- 
sponsibilities that  are  not  only  evolving  but 
that  also  have  varying  degrees  of  acceptance 
among  managers  and  employees. 


Maintaining  a  working  knowledge  of  EEO 
programs  is  difficult  for  EEO  professionals 
due  to  rapidly  changing  regulations,  policies, 
and  laws.  For  managers,  it  is  nearly  impos- 
sible to  keep  up-to-date.  Yet  the  penalties  for 
missteps  are  increasingly  severe,  as  witnessed 
by  the  U.S.  Forest  Service  consent  decree,  a 
profusion  of  other  court  cases,  and  the  newly 
legislated  provisions  for  awards  of  compensa- 
tory damages.  Additionally,  the  workforce  is 
becoming  increasingly  litigious,  and  the  will- 
ingness of  all  segments  of  the  workforce  to  file 
complaints  appears  to  be  growing. 

In  addition  to  these  forces,  there  are  many 
individual  and  mostly  uncoordinated  efforts 
underway  in  the  Department  and  Bureau  that 
may  impact  the  workload  and  management  of 
the  EEO  program.  A  partial  listing  was  given 
in  the  Introduction.  The  impacts  of  any  of 
these  efforts  on  the  workload  of  the  HQ  EEO 
Office  are  impossible  to  anticipate.  Three  of 
these  efforts  (discussed  below)  have  the  most 
obvious  potential  to  impact  workload.  Note 
that  even  more  significant  impacts  (positive  or 
negative)  might  emanate  from  other  efforts 
and  that,  cumulatively,  all  of  the  various  ef- 
forts might  have  significant  impacts  on 
workload.  The  three  areas  of  greatest  concern 
are  as  follows: 

1 .  Implementation  of  29  CFR  1614:  Equal 
Employment  Opportunity  in  the  Federal 
Government,  and  the  Civil  Rights  Act  of 
1991. 

The  29  CFR  1614  regulations  are  now 
final  and  implementation  is  to  begin 
October  1,  1992.  At  that  time,  all  cases 
will  be  processed  under  the  new  regula- 
tions. Implementation  of  CFR  1614  and 
the  Civil  Rights  Act  of  1991  could  im- 
pact work  quantity  and  management  in  a 
number  of  ways: 

If  the  Department  re-centralizes  investi- 
gations in  the  Department: 
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•  All  Bureau  investigation  workloads 
will  cease. 

•  All  Bureau  investigation  training 
requirements  will  cease. 

If  the  Department  continues  to  delegate 
investigations  to  the  Bureaus: 

•  The  Bureaus  will  be  held  to  more 
rigorous  timeframes,  giving  less  flex- 
ibility to  manage  workload  peaks 
and  valleys. 

•  EEOC  will  become  increasingly  in- 
volved in  cases  that  are  not  resolved 
in  a  timely  manner. 

•  Training/education  in  new  proce- 
dures will  be  essential  and  must  be 
immediate. 

•  New  written  guidance  for  SO  and 
Field  Office  EEO  staff,  counselors, 
and  managers  will  be  essential. 

•  Complaint  activity,  hence  workload, 
may  increase  because  of  new  com- 
pensatory award  provisions. 

•  The  cost  of  a  complaint  may  increase 
due  to  the  availability  of  compensa- 
tory awards  and  the  increased  likeli- 
hood that  a  case  will  end  up  in  court. 

2.    Alternative  Dispute  Resolution  (ADR) 

The  Department  is  currently  soliciting 
Bureau  comments  on  a  draft  ADR  pro- 
posal. The  ADR  process  appears  to  be 
highly  desirable  in  the  long  run,  but  it 
would  have  short-run  work  impacts.  (See 
also  Section  C3.)  If  implemented  in  the 
Bureaus,  depending  on  the  scope  of 
implementation,  it  appears  ADR  would 
create  a  need  for: 

•  High  level  expertise  to  guide  the 
establishment  of  the  program 

•  Training  counselors,  mediators,  and 
managers  prior  to  implementation 


•  New  written  guidance/manuals/ 
handbooks 

•  Additional  technical  assistance  to  the 
field 

•  A  general  employee  information  and 
education  program 

3.    Affirmative  Employment  Program 

If  the  EEO  Office  is  to  be  an  active 
partner  in  recruitment  and  Affirmative 
Employment  Program  management,  sev- 
eral impacts  on  workload  are  possible 
due  to: 

•  A  need  for  more  active  outreach  ef- 
forts and  operational  support  to  re- 
cruitment 

•  An  increased  need  for  statistical 
analysis 

•  A  critical  need  to  interrelate  the  many 
uncoordinated  AEP  efforts 

•  New  Departmental  and  Executive 
initiatives  and  program  priorities 
(e.g.,  Title  VI,  Section  504;  Educa- 
tion initiatives;  etc.) 

•  A  need  for  new  manuals/guidance  to 
the  field 

•  An  increased  reliance  on  manage- 
ment and  steering  committees 

It  is  important  to  remember  that  there  are 
myriad  initiatives  floating  about  in  varying 
degrees  of  completion  and  approval,  each 
of  which  could  have  a  potentially  critical 
impact  on  the  EEO  workload  and  possibly  on 
the  Bureau's  ability  to  comply  with  regula- 
tions. Given  this  fact,  and  a  clear  understand- 
ing that  this  was  not  —  nor  was  it  intended  to 
be  —  a  workload  study,  some  functional  and 
organizational  alternatives  are  presented  for 
consideration. 
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Decision  Item  1  —  Headquarters  EEO 
Office  Functions  and  Responsibilities 

Discussion: 

Functions  and  responsibilities  of  the  HQ 
EEO  Office  are  addressed  throughout  this  re- 
port, both  in  the  text  and  in  Recommended 
Actions.  This  Decision  Item  looks  only  at 
transfers  of  functions  and  Recommended  Ac- 
tions that  were  not  listed  under  any  other 
section. 

In  analyzing  the  affirmative  employment, 
special  emphasis,  and  regulatory  programs  for 
potential  placement  or  delegation  to  other  of- 
fices, the  following  factors  were  considered 
key: 

•  Management  and  EEO  involvement  in 
Affirmative  Employment  Programs 
(AEPs)  and  the  Special  Emphasis  Pro- 
grams (SEPs)  has  been  weak. 

•  Implementing  an  effective  evaluation 
program  is  essential  and  will  require 
both  time  and  expertise. 

•  EEO  professionals  need  to  be  involved 
in  SEP  and  AEP  oversight  and  direction. 

•  The  affirmative  employment  and  special 
emphasis  programs  overlap  to  each 
other's  benefit. 

•  Each  of  the  special  emphasis  and  affir- 
mative action  programs  requires  less  than 
a  full  workyear  to  administer.  (Collec- 
tively, the  HQ  EEO  Office  has  been 
using  between  9  and  23  workmonths.) 

•  National  partnerships  with  minority  and 
women's  organizations  need  to  be  ex- 
panded. 

•  Contacts  with  the  Department  and  other 
agency  HQ  EEO  Offices  need  to  be 
fostered  for  information  exchange  and 
partnership. 


•  Alaska  has  extensive  experience  with 
RAPS. 

•  EEO  does  not  have  an  engineer  on  staff 
to  provide  guidance  and  review,  or  to 
monitor  the  implementation  of  the  con- 
struction and  engineering  aspects  of  Title 
VI,  Section  504. 

•  Automation  is  a  critical  function;  man- 
agement depends  on  it  for  an  accurate 
portrayal  of  the  current  situation  as  well 
as  for  trend  analysis. 

•  Operational  work  robs  time  from  policy 
and  planning  work. 

•  Frictions  between  EEO  and  Personnel 
have  damaged  working  relationships. 

•  Sexual  harassment  continues  to  be  a  con- 
cern of  women  in  many  offices. 

•  Staff  skills  in  automation  need  to  be 
increased. 

•  EEOMAS  is  moving  ahead,  but  it  is 
doing  so  without  top  management  atten- 
tion to  the  advisability  of  Bureau  wide 
implementation. 

•  Field  assistance  with  investigations  has 
been  beneficial  to  both  HQ  EEO  and 
field  personnel. 

•  ADR  has  the  potential  to  provide  signifi- 
cant time  and  resource  savings  if  care- 
fully implemented. 

•  Cooperative  education  recruitment  has 
been  successfully  administered  by  HQ 
EEO  for  a  number  of  years.  It  is,  how- 
ever, part  of  the  overall  recruitment  re- 
sponsibility which  now  has  a  strong  fo- 
cus in  the  Bureau  Recruitment  Officer. 
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Table  5  illustrates  the  Study  recommenda- 
tions for  responsibility  in  functions  in  which 
EEO  has  a  significant  stake.   It  assumes  the 


establishment  of  an  AD  for  HRM,  and  ap- 
proval of  the  Recommended  Actions  which 
follow. 


Table  5.  Proposed  Roles  and  Responsibilities  for  Major  HQ  EEO  Program  Functions. 

Program 

Program  Guidance 

Program 

Program 

Operational 

and  Oversight 

Leadership 

Support 

(Do  the  Work) 

HRM  Goals  and 

AD-HRM 

BMT/HRDC 

HRM  Division  Chief 

EEO,  Managers, 

Objectives 

Various  Others 

EEO/Civil  Rights 

Managers 

BMT/HRDC 

HRDC/BMT,  HQ  EEO 

EEO,  Managers, 

Goals  and 

Others 

Objectives 

Coordinate 

HQEEO 

Mangers  through  the 

Personnel,  Bureau  & 

Managers,  Collateral 

Outreach  for:  HEP/ 

HEP/HACU,  BEP/ 

State  Recruiters, 

Duty  SEPM, 

HACU,  BEP/HBCU, 

HBCU,  Native  Amer/ 

Managers 

Recruiters, 

Nat.  Amer.,  Asian, 

Other  Steering 

EEO  Managers 

Pac.  Isl.,  Coop  Ed, 

Committees 

Job  Fairs 

Coordinate 

Personnel/ 

Mangers  through  the 

HQ  and  Field  EEO/ 

Managers,  Collateral 

Recruitment  for:  HEP/ 

Bureau  Recruiter 

HEP/HACU,  BEP/ 

Managers 

Duty  SEPM,  Recruit- 

HACU, BEP/HBCU, 

HBCU,  Native  Amer/ 

ers,  Personnel,  EEO 

Nat.  Amer.,  Asian, 

Other  Steering 

Managers 

Pac.  Isl.,  Coop  Ed, 

Committees 

Job  Fairs 

Title  VI,  504;  ADA 

Engineering-for 

Managers/Steering 

EEO,  Personnel, 

Field  Managers,  EEO 

(American  with 

Construction  Aspects; 

Committee 

Engineering, 

Managers,  and 

Disabilities  Act) 

HQEEO  for  all  else 

Managers 

Engineering 

Informal  Complaint/ 

HQEEO 

Managers 

HQ  and  Field  EEO/ 

Collateral  Duty 

Counseling 

Managers 

Counselors 

ADR 

HQ  ARD  Specialist 

Managers 

HQ  and  Field  EEO, 
Managers 

ADR  Mediators 

Formal  Complaint/ 

HQ  Investigations  Staff 

Managers/EEOC 

Field  EEO,  OEO, 

Investigations  Staff 

Investigations 

Solicitor,  Managers 

EEO  Training  Content 

HQEEO 

Managers 

Cooperative:  HQ 

Various:  HQ  Em- 

and Course 

Empl.  Dev.,  PTC, 

ployee  Dev.,  PTC, 

Development 

Field,  Task  Forces 

EEO,  Field  Offices, 
Contractor 

EEO  Training- 

HQEEO 

Managers,  EEO,  PTC 

Cooperative:  HQ  and 

Various:  HQ  &  Field 

Teaching 

Field  EEO,  PTC,  Field 
Offices 

EEO,  PTC,  Field 
Offices,  Contractor 

EEO  Evaluation 

WO-860/840 

AD-HRM,  AD-MS, 
Input  from  field 
managers 

AD-HRM,  HRM  Staff/ 
Division  Chiefs,  AD- 
MS  States/Center 

AD-HRM,  WO-860 

Information  Sharing/ 

HQEEO 

Managers 

All  EEO  Offices, 

HQ  EEO-Lead;  All 

Trend  Analysis 

Managers 

EEO  Offices 
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Table  5.(continued)  Proposed  Roles  and  Responsibilities  for  Major  HQ  EEO  Program  Functions. 


Program 

Program  Guidance 
and  Oversight 

Program 
Leadership 

Program 
Support 

Operational 
(Do  the  Work) 

EEO  Reporting  to 
EEOC  and  Dept. 

AD  HRM,  HQ  EEO 

EEOC/Department, 
Managers 

Field  EEO  Staff, 
Investigators, 
Personnel, 
Counselors 

HQ  EEO  Office 

EEO  Service  to  WO 
Employees 

WO  Area  EEO  Office 
or  WO  EEO  Office 

Managers,  HQ  EEO 
Office 

Personnel,  Collateral 
Duty  SEP/Counsel- 
ors; Managers 

WO  EEO  Manager 
Collateral  Duty  SEP/ 
Counselors 

Automation  and 
EEOMAS 

HQEEO 

IRMAC;  AD  HRM 

WO-780,  HQ  EEO, 
BOR,  SC-340 

HQ  EEO,  Field  EEO 
Offices 

Recommended  Actions: 

1 .  Provide  dedicated  time  and  staff  for  EEO 
services  to  local  WO  employees.  (See 
Decision  Item  3) 

2.  As  proposed  by  the  HQ  EEO  Office, 
assign  Special  Emphasis  Program  and 
counseling  support  for  the  local  Wash- 
ington Office  employees  as  collateral 
responsibilities  of  WO  program  people, 
supported  by  the  position  identified  in 
Recommended  Action  1,  above.  Pro- 
vide 7  workmonths  to  help  support  the 
collateral  duty  personnel. 

3.  Retain  Bureau  program  responsibility, 
guidance,  and  oversight  for  the  tradi- 
tional Special  Emphasis  Programs  and 
Affirmative  Employment  programs  in 
the  HQ  EEO  Office. 

4.  Consistent  with  Rightsizing,  transfer 
Bureau  program  responsibility  for  RAPS 
to  Alaska,  along  with  5  workmonths. 

5.  Transfer  Bureau  leadership  for  the  Co- 
operative Education  program  to  the  WO 
Division  of  Personnel,  along  with  2 
workmonths. 

6.  Have  the  HQ  EEO  Office  work  with  the 
AEP/SEP  steering  committees  to  sharpen 


the  focus  of  the  Black  Employment  Pro- 
gram, Hispanic  Employment  Program, 
and  Federal  Woman's  Program  to  em- 
phasize education,  training,  information 
sharing,  and  outreach. 

7.  Transfer  responsibility  for  all  aspects  of 
Title  VI,  Section  504,  relating  to  con- 
struction to  the  WO  Division  of  Engi- 
neering, along  with  2  workmonths.  Re- 
tain responsibility  for  non-construction 
aspects  (e.g.,  hearing/sight  impaired, 
mental  handicap,  etc.),  aggregate  reports, 
and  coordination  with  Engineering  and 
the  Department  in  the  HQ  EEO  Office 

8.  Increase  reliance  on  field  support  for 
investigations;  use  details  to  the  HQ  EEO 
Office  to  ensure  compliance  with  De- 
partmental delegations.  Transfer  10 
WMs  to  the  field  to  support  this  assis- 
tance; provide  travel/per  diem  funds  from 
HQ  as  needed. 

9.  Strengthen  inhouse  educational  efforts 
relating  to  sexual  harassment.  Develop 
short  programs  and  presentations  on 
sexual  harassment  for  managers  to 
deliver. 

10.    Develop  a  self-assessment  survey  for 
offices  to  use  to  assess  their  own  office 
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environment  and  vulnerability  to  com- 
plaints of  sexual  harassment. 

1 1 .  Identify  a  User  Representative  and  user 
group  for  the  EEOM  AS  system;  through 
involvement  of  the  IRM  Review  Com- 
mittee (IRMRC),  obtain  a  management 
decision  regarding  whether  this  system 
should  be  implemented  throughout  the 
Bureau. 

12.  With  the  assistance  of  WO  Division  of 
IRM  (WO-780)  or  the  Service  Center 
Division  of  Systems  Operations  and 
Maintenance  (SC-340),  review  all  manu- 
ally prepared  reports  to  determine  if  they 
could  be  beneficially  automated  or  if  the 
information  could  be  extracted  from  data 
already  automated  (e.g.,  PAY/PERS). 

13.  Prepare  and  implement  a  training  plan  to 
ensure  all  staff  members  become  reason- 
ably proficient  in  spread  sheet,  data  base, 
word  processing,  and  electronic  mail 
software,  as  appropriate  to  their  work. 

14.  At  a  later  date,  after  the  ADR  program 
and  revised  1614  implementation  stabi- 
lize, steering  committees  become  fully 
functional,  manuals/direction  are  up  to 
date,  and  the  impacts  of  other  initiatives 
on  the  HQ  EEO  workload  become  clear, 
consider  transferring  ADR  expertise  to  a 
state,  along  with  10  WMs;  reduce  the 
time  allocated  to  SEP  by  10  WMs,  and 
reduce  the  time  allocated  to  policy/guid- 
ance by  5  WMs  (total  of  25  WMs). 


Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  for  WM  transfers  are  ap- 
proved; IPAs/details  are  not  included  as  avail- 
able for  HQ  EEO  work;  and  no  other  changes 
occur. 

Current  Base  Workmonths 204 

IPA/Details -25 

Lapse -  6 

Current  New  Base  WMs 173 

Proposed  WMs  if  Decision  Item  1  is 
implemented: 

Allocations/transfers  out  of  HQ  EEO 26 

RAPS  (5  WMs) 

Cooperative  Education  (2  WMs) 
Section  504  (2  WMs) 
Investigations  (10  WMs) 
Counseling  (7  WMs) 

Balance  HQ  EEO 
including  investigations 147* 


*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership,  Rec- 
ommended Action  1 1 . 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 
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HQ  EEO  Office  Roles  and  Responsibilities — Decisions 


~x 


Director's  guidance  on  decisions  is 
shown  in  italics. 


* 


1. 

2. 


3. 
4. 


Dedicate  time  for  WO  EEO 

Use  collateral  duty  support 

{Subject  to  the  results  of  the  Departmental 

study  currently  underway) 

Retain  SEP/AEP  leadership  in  HQ 

Move  RAPS  to  Alaska 
{Implementation  plan  should  provide  for 
consideration  and  recommendation  of  an 
appropriate  location) 

5.  Move  Coop-ed  to  Personnel 
{AD,  Support  Services  to  recommend 
placement  in  the  context  of  all  HRM 
responsibilities) 

6.  Sharpen  focus  of  Steering  committees 

7.  Give  part  of  504  to  engr. 

{AD,  Support  Services  to  recommend 
placement  in  the  context  of  all  HRM 
responsibilities) 

8.  Increase  field  investigation  use 

9.  Strengthen  Sexual  Harassment  trainign 

10.  Develop  self- assessment  survey 

1 1 .  Identify  EEOMAS  responsibilities 

12.  WO-780  review  reports 

13.  Prepare  ADP  training  ■ 

14.  Review  WM  neeclrf'latl 


Director 


Implement 
Now 

— v^— 


^L 


Review  for 
Later  Action 


Do  Not 
Approve 


^ 


^L 


>/ 


*^L 


4^ 


1^- 


^ 


J^ 


4^ 


4^1 


(Wvu^^v^^i 


—y 


8  1992 


Decision  Item  2. 
Organizational  Location  for 
the  HQ  EEO  Office 

The  Study  Team  concluded  that  EEO, 
Employee  Development,  and  Personnel  should 


all  report  to  one  AD.  This  was  discussed  in  the 
Human  Resources  Management  Partnership 
section  of  this  report.  The  proposal  for  an 
HRM  organization  that  the  Department  for- 
warded to  Congress,  appears  to  have  been 
rejected;  however,  the  Bureau  currently  has  a 
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reorganization  request  which  includes  an  HRM 
organization  under  consideration  by  the  De- 
partment and  Congress.  The  need  for  an  HRM 
organization,  or  one  that  is  similar,  is  great.  As 
an  alternative,  a  merger  of  EEO  and  Personnel 
would  be  very  unwise.  Not  only  would  this 
send  the  wrong  message  to  employees,  women, 
and  the  minority  community,  it  would  not 
serve  the  Bureau  well.  Another  alternative 
would  be  to  have  EEO,  Personnel,  and  Em- 
ployee Development  all  report  to  one  AD. 
While  not  ideal,  it  would  begin  to  address  the 
major  issues. 

Option  1 

Establish  an  AD  for  HRM;  place  EEO, 
along  with  Personnel  and  Employee  Devel- 
opment, in  a  separate  organization  report- 
ing to  the  AD  (Illustration  2). 


•  Enhances  the  opportunity  for  HRM 
organizations  to  work  closely  to- 
gether 

•  Ensures  one  manager  is  providing 
guidance  and  supervision  to  all  of  the 
HRM  components 

•  Provides  an  advocate  for  EEO  con- 
cerns at  decisionmaking  meetings 

•  Ensures  the  AD  has  adequate  time 
for  hands-on  management 

Disadvantages 

•  Removes  EEO  from  direct  access  to 
the  Director 

•  May  be  perceived  as  a  weakening  of 
the  agency  commitment  to  EEO 

•  May  intensify  dissention  over  differ- 
ing grades  among  the  HRM  organi- 
zations 


Analysis 

Workmonth  summary:  no  impact 

Advantages 

•  Removes  organizational  barriers  by 
placing  the  HRM  organizations  un- 
der one  AD 


Option  2 
Assign  the  EEO,  Personnel,  and  Employee 
Development  organizations  to  one  AD. 

Analysis 

Workmonth  summary:  no  impact 


Illustration  2.  Proposed  Reporting  Relationship  of  EEO  to  AD. 

Director 

AD 
HRM  (or  ?) 

1 

1 

Division  of 
Personnel 

Division  of 
EEO 

Other 
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Advantages 

•  Removes  organizational  barriers  by 
placing  the  HRM  organizations  un- 
der one  AD 

•  Enhances  the  opportunity  for  HRM 
organizations  to  work  closely  to- 
gether 

•  Ensures  one  manager  is  providing 
guidance  and  supervision  to  all  of  the 
HRM  components 

•  Ensures  an  advocate  for  EEO  con- 
cerns at  decisionmaking  meetings 


Option  3 

Leave  the  EEO  organization  as  it  is. 

Analysis 

Workmonth  summary:  no  impact 

Advantages 

•  Retains  EEO' s  reporting  relationship 
with  the  Director 

•  Maintains  current  perceptions  that 
the  EEO  Office  has  direct  access 


Disadvantages 

•  Removes  EEO  from  direct  access  to 
the  Director 

•  May  be  perceived  as  a  weakening  of 
the  agency  commitment  to  EEO 

•  May  intensify  dissention  over  differ- 
ing grades  among  the  HRM  organi- 
zations 

•  Increases  the  AD's  span  of  control; 
may  limit  the  amount  of  time  the  AD 
has  available  for  hands-on  manage- 
ment 


Disadvantages 

•  Does  not  resolve  the  need  for  a  com- 
mon supervisor 

•  May  leave  the  EEO  Office  without 
an  advocate  at  decisionmaking  and 
budget  meetings 

•  Risks  failing  to  accomplish  affirma- 
tive employment  goals 

•  Continues  an  organizational  configu- 
ration that  has  contributed  to  friction 
and  inefficiency 


Organizational  location  for  the  HQ  EEO  Office  —  Decisions 


Implement 
Now 


Review  for 
Later  Action 


Do  Not 
Approve 


Option  1:  AD  for  HRM 
Option  2:  HRM  under  one  AD 
Option  3:  As  Is 

Director 


i/ 


i^i 


*/ 


avvu^gv-J    ef  ■ 8  ^ 
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Decision  Item  3. 

Service  to  Local  Washington  Office 

Employees 

The  team  believes  that  there  is  significant 
merit  to  separating  the  operational  functions 
that  serve  the  local  Washington  Office  Em- 
ployees from  the  Bureauwide  program  man- 
agement functions.  To  accomplish  this,  the 
office  location  and  reporting  relationship 
should  be  completely  separate  from  the 
Bureauwide  functions  and  operate  similarly  to 
a  State  EEO  Office.  Wherever  located,  this 
unit  should  provide  all  of  the  functions  to  the 
WO  Office  community  that  a  State  or  Center 
EEO  Office  provides.  (See  Appendix  4) 

No  workload  study  was  made  to  determine 
the  amount  of  time  actually  expended  on  local 
Washington  Office  work.  Staffing  recom- 
mendations are  based  on  State  and  Center 
Office  staffing  patterns  and  the  recommenda- 
tions of  EEO  Managers. 


Option  1 

Establish  a  combined  EEO  office  in  Eastern 
States  Office  (the  Washington  Area  EEO 
Office)  to  provide  EEO  Program  leadership 
for  the  local  Washington  Office  employees. 
Allocate  one  ETE  position  and  15  WMs 
support  for  this  office.  (Illustration  3) 

This  combined  office  would  perform  the 
same  functions  as  a  State  or  Center  EEO  Man- 
ager for  both  ESO  and  WO,  much  as  a  State 
provides  services  to  numerous  detached  of- 
fices. There  are  two  alternatives  for  the  report- 
ing relationship  of  the  Washington  Area  EEO 
staff: 

•  report  to  ESD  and  have  only  one  EEO 
Manager,  or 

•  split  the  reporting  relationship  and  have 


Illustration  3.  Decision  Item  3,  Option  1 :  Co-located  ESO  and  WO  EEO  Staffs. 


ESO  State  Director 


Collateral  Duty 
Support 


Counselors 
Spec.  Emphasis 
Program 
Managers 


WM  Allocation:  7 


\ 


\ 


OR. 


\ 


/ 


A 


/ 


WO  Area  EEO  Staff  (located  at  ESO) 


Operational  services  and 

assistance  to  WO  Employees 

and  managers 


WM  Total:  15 


Alternative  A  -  Report  to  ESD  (1  EEO  Mgr) 
Alternative  B  -  Report  to  both  ESD  &  AD  (2  EEO  Mgrs) 


AD 


HQ  EEO  Staff 


Management 
Automation 
ADR 

Policy  Dev. 
AEP/SEP 
Complaints  Proc. 
Investigations 
1  Training 
1  Evaluations 
1  Info.  Sharing 
1  Offices  support 


WM  Total:  132 


(Other  WM  Transfers:  19) 
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two  EEO  Managers  (one  reporting  to 
ESD  and  the  other  to  the  AD). 

Counseling  and  SEP  management  would 
be  performed  by  collateral  duty  program  people 
in  the  Washington  Office  with  assistance  from 
the  new  combined  Washington  Area  EEO 
Office.  Some  efficiencies  (approximately  5 
workmonfhs)  would  be  achieved  by  having 
the  combined  office  due  to  efficiencies  shared 
staff  and  combined  efforts. 

Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  for  WM  transfers  are  ap- 
proved; IP  As/details  are  not  included  as  avail- 
able for  HQ  EEO  work;  and  no  other  changes 
occur. 

Current  Base  workmonths 173 

Proposed  WMs  if  Decision  Item  3, 
Option  1  is  implemented: 

HQ  EEO  Staff 

including  investigations 132* 

Wash.  Area  EEO  Manager  (at  ESO) 15 


Allocations/transfers  out  of  HQ  EEO 26 

(see  Workmonth  Summary,  Decision 
Item  1) 


Total: 


173 


*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership,  Rec- 
ommended Action  11. 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 

Advantages 

•  Frees  time  of  the  HQ  EEO  Staff  and 
Chief  from  local  concerns 

•  Dedicates  staff  time  specifically  for 
local  WO  issues  and  concerns 

•  Supports  rightsizing 

•  Provides  the  person  serving  local 
WO  employee  needs  with  indepen- 
dence/ability to  act  quickly 

•  Separates  operational  work  of  local 
support  and  service  to  employees/ 
managers  from  the  Bureauwide 
policy  and  program  management 
work 

•  Provides  efficiencies  from  serving 
two  locations  from  one  office 

•  Allows  conflicts  to  be  resolved  at  a 
lower  level 


Illustration  4.  Decision  Item  3,  Option  2:  WO  EEO  as  a  Staff  reporting  to  an  AD. 


AD 


7^ 


HQ  EEO  Office 

•  Management 

•  Investigations 

•  Automation 

•  Training 

•ADR 

•  Evaluations 

•  Policy  Dev. 

•  Info.  Sharing 

•  AEP/SEP 

•  Office  support 

•  Complaints  Proc. 

WM  Total:  127 


WO  EEO  Staff 


Operational  EEO  support  to  WO 
managers  and  employees 


WM  Total:  20 


I 


Collateral  Duty  Support 


•  Counselors 

•  Special  Emphasis  Program  Managers 


WM  Total:  7 


(Other  WM  Transfer:  19) 
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Disadvantages 

•  May  use  staff  time  less  efficiently 
than  leaving  functions  combined  with 
the  Bureauwide  EEO  Staff 

•  Reduces  expertise  directly  available 
to  local  WO  employees 

•  Reduces  time  (WMs)  potentially 
available  to  serve  WO  local  needs 

•  Could  result  in  local  WO  employees 
and  managers  resisting  assistance, 
advice,  and  direction  due  to  ESO 
location 

•  Could  divert  workmonths  that  were 
designated  to  support  the  Washing- 
ton Office 

Option  2 

Establish  a  separate  EEO  staff,  reporting  to 
the  AD  for  Human  Resource  Management 
(or  appropriate  AD),  to  serve  the  local 
Washington  Office  population.  Transfer  20 
workmonths  and  2  FTE  to  the  AD  to  support 
this  staff  (Illustration  4) 

Counseling  and  SEP  management  would 
be  performed  by  collateral  duty  program 
people. 

Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  for  WM  transfers  are  ap- 
proved; IPAs/details  are  not  included  as  avail- 
able for  HQ  EEO  work;  and  no  other  changes 
occur. 

Current  Base  workmonths 173 

Proposed  WMs  if  Decision  Item  3, 
Option  2  is  implemented: 

HQ  EEO  Staff 

including  investigations 127* 

WO  EEO  Manager  (located  in  HQ) 20 


Allocations/transfers  out  of  HQ  EEO 26 

(see  Workmonth  Summary,  Decision 

Item  1) 

Total: 173 

*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership,  Rec- 
ommended Action  1 1 . 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 
Advantages 

•  Frees  time  of  the  HQ  EEO  Staff  and 
Chief  from  local  concerns 

•  Dedicates  staff  time  specifically  for 
local  WO  employee  issues  and  con- 
cerns 

•  Provides  WO  managers  and  employ- 
ees with  on-site  access  to  the  EEO 
Staff 

•  Provides  the  person  serving  local 
WO  employee  EEO  needs  with  some 
independence  and  ability  to  act 
quickly 

•  Allows  conflict  resolution  to  occur 
at  a  lower  level 

•  Provides  an  WO  EEO  Manager  on- 
site  for  employee/management  con- 
sultation and  HQ  meetings 

•  Separates  operational  work  of  local 
service  to  employees/managers  from 
the  Bureauwide  policy  and  program 
work 

Disadvantages 

•  May  use  staff  time  less  efficiently 
than  leaving  functions  combined  with 
the  Bureauwide  EEO  Staff 

•  Reduces  expertise  directly  available 
to  WO  community 

•  Reduces  time  (WMs)  potentially 
available  to  serve  WO  local  needs 

•  Increases  the  AD's  span  of  control 

•  Does  not  support  Rightsizing 


59 


IV.  Issues 

c  ;  ;  ~       ~     \, 

Service  to  local  Washington  Office  Employees  —  Decisions 

Implement  Review  for  Do  Not 

Now  Later  Action  Approve 

Option  1:  Collocate  with  ESO: 

Alternative  1:  Report  to  ESD  y>^ 


Alternative  2:  Report  tHESD  and  AD  W^ 

Option  2:  Separate  StaflTK^portiW  to  AD  "X^  


SEP   !  8  !992 

Director 


&VK>a-6^^Je 
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Decision  Item  4. 
Complaints  Processing 

The  team  believes  that  formal  complaint 
processing  should  be  separated  from  the  pro- 
grammatic, Bureauwide  responsibilities  of  the 
EEO  Office,  preferrably  with  a  reporting  rela- 
tionship to  the  AD.  (See  also  Section  C2.) 
There  are  a  number  of  ways  this  might  occur; 
five  different  options  are  described  below: 

Option  1 

Delegate  responsibility  to  a  third  party 
(e.g.,  Solicitor's  Office  or  contractor)  for 
processing  all  steps  of  a  complaint  after  the 
Record  of  Investigation  is  completed. 
Transfer  10  workmonths  to  the  third  party  to 
support  this  effort  (Illustration  5). 


Under  this  option,  the  Bureauwide  EEO 
Office  would  retain  responsibility  for  a  formal 
complaint  only  through  investigation  and 
preparation  of  the  Record  of  Investigation. 
The  file  would  then  be  transferred  to  the  third 
party  for  preparation  of  the  proposed  disposi- 
tion and  final  disposition,  as  appropriate. 
Coordination  with  the  Department  and  the 
Solicitor  would  be  performed  by  the  third 
party. 

This  configuration  has  been  successful  in 
other  Departments  and  agencies.  It  separates 
the  investigative  functions  from  the  final  rec- 
ommendation. The  Study  Team  does  not 
know  whether  the  DOI  would  agree  to  this 
distribution  of  responsibilities.  Considerable 
legwork  would  need  to  be  done  prior  to  ap- 
proval. The  third  party  would  most  benefi- 
cially be  the  Solicitor's  office,  but  could  also 
be  someone  hired  by  the  agency  or  even  a 
contractor. 


Illustration  5.  Decision  Item  4,  Option  1:  Case  Transfer  to  3rd  Party  for  Proposed/Final  Disposition. 

AD 

I 

♦ 

1 

HQ  EEO  Office 

Contractor/3rd  Party/Solicitor 

•  Management 

•  Automation 
•ADR* 

•  Policy  Dev. 

•  AEP/SEP 

•  Complaints  Proc.  thru  ROI 

•  Investigations 

•  Training 

•  Evaluations 

•  Info.  Sharing 

•  Office  support 

Analysis,  Proposed  Decision 
&  Final  Decision 

WM  Total:  10 

WM  transfers  to  other  organizations:  41 

WM  Total:  122 

*  ADR  Expertise  only;  Mediators  are  collateral  duty  employees 
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Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  in  Decision  Item  1  and  2  for 
WM  transfers  are  approved;  IPAs/details  are 
not  included  as  available  for  HQ  EEO  work; 
no  other  changes  occur. 

Current  Base  workmonths 173 


Proposed  WMs  if  Decision  Item  3, 
Option  1  is  implemented: 

HQ  EEO  Staff 

including  investigations 122* 

Transfer  to  3rd  party 10 

Allocations/transfers  out  of  HQ  EEO 41 

(see  Workmonth  Summary,  Decision 

Item  1  plus  15  WMs  for  local 

EEO  Office) 

Total: 173 

*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership,  Rec- 
ommended Action  1 1 . 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 


Advantages 

•  Removes  development  of  the  pro- 
posed disposition  and  associated 
negative  portions  of  the  investiga- 
tive process  from  the  EEO  Office 

•  Increases  objectivity 

•  Decreases  EEO  Office  and  manage- 
rial influence  on  the  process 

•  Increases  the  skill  level  dealing  with 
the  report 

•  Reduces  preparation  time  for  court 
cases  and  increases  the  viability  of 
the  file  if  the  Solicitor  is  responsible 
for  the  recommended  disposition 

Disadvantages 

•  May  not  have  sufficient  staff  in  the 
Solicitor's  Office 

•  Adds  another  layer  to  the  process 

•  May  decrease  timeliness 

•  Could  hinder  efforts  to  achieve  in- 
formal resolution,  since  this  will  not 
be  the  responsibility  of  the  third  party 

Option  2 

Establish  a  separate  Investigations  Staff 
reporting  to  the  AD  to  perform  processing 
and  investigations  of  formal  EEO 
Complaints  and  HQ  grievance  functions 
(Illustration  6). 


Illustration  6.  Decision  Item  4,  Option  2:  Investigations  as  a  Staff  reporting  to  an  AD. 


AD 


HQ  EEO  Office 

•  Management 

•  Evaluations 

•  Automation 

•  Training 

•ADR* 

•  Info.  Sharing 

•  Policy  Dev. 

•  Office  support 

•  AEP/SEP 

WM  Total:  97 


HQ  Investigations  Staff 


•  Complaints  Processing 

•  Investigations 

•  HQ  Grievance  functions 

•  Office  support 


WM  Total:  35 


WM  transfers  to  other  organization:  41 


*  ADR  Expertise  only;  Mediators  are  collateral  duty  employees 
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The  Investigations  Staff  would  be  respon- 
sible for  all  of  the  functions  and  processing  of 
a  complaint  once  it  has  been  formally  filed. 
This  staff  would  not  be  responsible  for  pursu- 
ing informal  resolution;  that  would  remain  the 
responsibility  of  the  State  and  Center  Direc- 
tors. This  staff  would  participate  in  or  conduct 
administrative  inquiries  as  requested.  Alter- 
native Dispute  Resolution  expertise  and  tech- 
nical guidance  would  remain  in  the  Headquar- 
ters EEO  Office.  At  least  35  workmonths 
would  be  required  to  support  the  EEO  compo- 
nent of  the  Investigations  Staff.  Investigations 
capability  would  be  augmented  by  field  sup- 
port, which  was  recommended  to  be  increased 
by  1 0  WMs  in  Decision  Item  1 ,  Recommended 
Action  8,  of  this  section. 

Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  for  WM  transfers  in  Deci- 
sion Item  1  are  approved;  IPAs/details  are  not 
included  as  available  for  HQ  EEO  work;  no 
other  changes  occur. 

Current  Base  workmonths 173 

Proposed  WMs  if  Decision  Item  4, 
Option  2  is  implemented: 

HQ  EEO  Staff 97* 

HQ  Investigations  Staff 35 

Allocations/transfers  out  of  HQ  EEO 41 

(see  Workmonth  Summary,  Decision 
Item  1,  plus  15  WMs  for  local 
EEO  Office) 


(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 

Advantages 

•  Separates  operational  work  from 
program  efforts 

•  Establishes  independence  of  the 
formal  complaint  process  from  the 
informal  process  and  from  both  EEO 
and  Personnel 

•  Removes  the  negative  image  of 
proposed  determinations  and  need  to 
pressure  to  settle  from  HQ  EEO 
Office 

•  Fosters  understanding  and  skill  shar- 
ing between  Grievance  and  Com- 
plaint processing 

•  Reduces  risk  and  concentrates 
expertise 

•  Increases  ability  to  act  more  quickly 
because  of  singular  focus 

•  Has  proximity  to  the  Solicitor's 
Office  for  review  and  consultation 

•  Has  proximity  to  the  Department 
for  review,  coordination,  and 
consultation 

•  Contributes  to  increasing  the  exper- 
tise of  the  investigations  staff 

Disadvantages 

•  Limits  resources  to  draw  on 

•  May  result  in  more  cases  going  to 
court  or  to  a  formal  finding  of 
discrimination 

•  Reduces  capability  to  handle 
workload  variations 

•  May  cause  burnout  or  need  for  rota- 
tional assignments  in  investigators 

•  Increases  the  AD's  span  of  control 


Total: 173 

*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership,  Rec- 
ommended Action  1 1 . 
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Option  3 

Establish  a  separate  Branch  within  the 
EEO  Office  to  handle  formal  complaint 
processing  (Illustration  7). 


Illustration  7.  Decision  Item  4,  Option  3:  Investigations  as 
a  Staff  reporting  to  HQ  EEO. 


AD 


HQ  EEO  Office 

•  Management 

•  Training 

•  Automation 

•  Info.  Sharing 

•ADR4 

•  Evaluations 

•  Policy  Dev. 

•  Office  support 

•  AEP/SEP 

WM  Total:  102 


♦ 


HQ  Investigations  Staff 


1  Complaints  Processing 
1  Investigations 
1  Office  Support 


WM  Total:  30 


WM  transferred  to  other  organizations:  41 


ADR  Expertise  only;  Mediators  are 
collateral  duty  employees 


This  organization  (or  staff)  would  be 
responsible  for  formal  complaint  processing 
from  the  time  a  formal  complaint  was  filed 
until  final  disposition.  It  would  conduct  or 
participate  in  administrative  inquiries  as  re- 
quested. At  least  30  workmonths  would  be 
required  to  support  this  staff. 


Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  in  Decision  Item  1  and  2  for 
WM  transfers  are  approved;  IPAs/details  are 
not  included  as  available  for  HQ  EEO  work; 
no  other  changes  occur. 

Current  Base  workmonths 173 


Proposed  WMs  if  Decision  Item  4, 
Option  3  is  implemented: 

HQ  EEO  Staff 102* 

HQ  EEO  Branch  of  Investigations 30 

Allocations/transfers  out  of  HQ  EEO 4J_ 

(see  Workmonth  Summary,  Decision 

Item  1,  plus  15  WMs  for  local 

EEO  Office) 

Total: 173 

*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership, 
Recommended  Action  1 1 . 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 

Advantages 

•  Establishes  some  separation  between 
operational  work  and  program 
efforts 

•  Reduces  risk  and  concentrates 
expertise 

•  May  increase  ability  to  act  more 
quickly  because  of  singular  focus 

•  Has  proximity  to  the  Solicitor's 
Office  for  review  and  consultation 

•  Has  proximity  to  the  Department 
for  review,  coordination,  and 
consultation 
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Disadvantages 

•  Limits  the  resources  to  draw  on 

•  May  result  in  more  cases  going  to 
court  or  to  a  formal  finding  of  dis- 
crimination 

•  May  cause  burnout  or  need  for  rota- 
tional assignments  in  investigators 

•  Reduces  somewhat  the  capability  to 
handle  workload  variations 

Option  4 

Establish  a  HQ  Staff  and  two  detached  zone 
offices  to  handle  formal  complaint 
processing,  to  provide  Alternative  Dispute 
Resolution  expertise  and  mediation,  and  to 
provide  professional  counseling  advice 
and  oversight. 

Each  zone  office  would  be  staffed  with 
people  trained  to  perform  all  three  functions 
—  formal  complaints  processing,  alternative 
dispute  mediation,  and  counseling  advice  and 
oversight  —  including,  in  unusually  complex 
cases,  direct  counseling  support. 


The  zone  offices  would  need  to  be  located 
in  cities  where  there  is  a  Regional  Solicitor's 
office  and  easy  access  to  air  transportation. 
Denver,  Salt  Lake  City,  and  Portland  should 
be  considered  for  the  detached  zone  offices. 
The  HQ  staff  must  be  located  in  Washington, 
D.C.  It  is  important  to  note  that,  due  to  the 
Departmental  requirement  for  centralization 
of  the  formal  complaints  functions  in  all  agen- 
cies, only  the  WO  Solicitor's  Office  has  a 
cadre  of  lawyers  who  have  expertise  in  EEO 
concerns. 

All  investigators,  including  those  in  the 
zone  offices,  would  have  to  report  to  the  WO 
due  to  the  Departmental  requirement  that  pro- 
cessing of  formal  complaints,  including  inves- 
tigations, remain  centralized  in  the  HQ  Office. 
There  are  two  alternatives  for  reporting  rela- 
tionships: 

•  Detached  zones  could  report  to  the  AD 
through  the  WO  zone  (Illustration  8). 


Illustration  8.  Decision  Item  4,  Option  4:  Investigations,  ADR  &  Counseling  in  HQ  and  Zone  Offices— Reporting  to  the  AD. 


AD 
~l~ 


HQ  EEO  Office 

•  Management 

•  Training 

•  Automation 

•  Info.  Sharing 

•ADR* 

•  Evaluations 

•  Policy  Dev. 

•  AEP/SEP 

•  Office  support 

WM  Total:  85 


WM  transferred  to  other  organizations:  41 


1 


Investigations  Staff  (HQ  Location) 


•  Complaints  Processing  •  Counseling  Expertise 

•  Investigations  •  Office  Support 
•ADR 


WM  Total:  30 


Investigations  Staff— Zone  1  (field  location) 


•  Complaints  Processing  •  Counseling  Expertise 

•  Investigations  •  Office  Support 
•ADR 


WM  Total:  40 


Investigations  Staff— Zone  2  (field  location) 


•  Complaints  Processing  •  Counseling  Expertise 

•  Investigations  •  Office  Support 
•ADR 


WM  Total:  40 
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•  Detached  zones  could  report  to  the  HQ 
EEO  Chief  through  the  WO  zone  (Illus- 
tration 9). 

Extreme  caution  would  be  required  to  en- 
sure a  case  was  not  investigated  by  the  same 
person  who  performed  the  mediation  or  coun- 
seling. Cross-zone  assignments  should  be 
made  in  every  case  where  there  is  a  potential 
for  conflict. 

The  detached  zone  offices  would  have  to 
be  appropriately  equipped  (facsimile  and  pho- 
tocopy machines,  computers  with  modems, 
etc.) 

Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  in  Decision  Items  1  and  2 
for  WM  transfers  are  approved;  IPAs/details 
are  not  included  as  available  for  HQ  EEO 
work;  no  other  changes  occur. 

Current  Base  workmonths 173 

Proposed  WMs  if  Decision  Item  4, 
Option  4  is  implemented: 

HQ  EEO  Staff 85 

HQ  Investigations  Staff 30 

Zone  1 40* 

Zone  2 40* 

Allocations/transfers  out  of  HQ  EEO 41 

(see  Workmonth  Summary,  Decision 

Item  1,  plus  15  WMs  for  local 

EEO  Office) 

Total: 236 

*  Includes  contribution  of  1 0  WMs  from  field 
offices 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 


Illustration  9.  Decision  Item  4,  Option  4:  Investigations, 
ADR  &  Counseling  in  HQ  and  Zone  Offices— Reporting  to 
HQ  EEO. 


AD 


HQ  EEO  Office 

•  Management 

•  Training 

•  Automation 

•  Info.  Sharing 

•ADR* 

•  Evaluations 

•  Policy  Dev. 

•  Office  support 

•  AEP/SEP 

WM  Total:  85 


I 


Branch  of  Investigations  (HQ  Location) 


•  Complaints  Processing  •  Counseling  Expertise 

•  Investigations  •  Office  Support 
•ADR 


WM  Total:  30 


Investigations  Staff— Zone  1  (field  location) 


1  Complaints  Processing  •  Counseling  Expertise 
1  Investigations  •  Office  Support 

ADR 


WM  Total:  40 


Investigations  Staff— Zone  2  (field  location) 


'  Complaints  Processing  •  Counseling  Expertise 
1  Investigations  •  Office  Support 

ADR 


WM  Total:  40 


WM  Total-HQ  EEO:  236 
WM  transferred  to  other  organizations:  41 
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IV.  Issues 


This  Option  would  require  increased  HQ 
staffing  of  43  WMs,  plus  a  contribution  from 
the  field  offices  of  20  WMs. 

There  is  no  provision  for  a  rotational  slot 
on  the  HQ  EEO  Staff  as  recommended  in 
Management  Ownership,  Recommended  Ac- 
tion 11. 

Advantages 

•  Improves  proximity  to  the  field  for 
complaint  investigations/processing 

•  Provides  a  source  of  expertise  in 
counseling 

•  Provides  a  mediator  to  assist  with 
ADR 

•  Reduces  the  number  of  collateral  duty 
mediators  and  counselors  needed 

•  Reduces  training  costs  (to  the  degree 
that  a  need  for  collateral  duty  media- 
tors and  counselors  is  reduced) 

•  Reduces  the  perceived  threat  of  re- 
taliation against  counselors 

•  Supports  rightsizing 

Disadvantages 

•  Reduces  the  number  of  people  in- 
volved in  EEO 

•  Diminishes  employees'  and  manag- 
ers' access  to  counselors  and  media- 
tors 

•  Limits  the  ability  to  select  from  a 
variety  of  counselors 

•  Risks  zone  offices  being  isolated 
from  both  WO  and  States  as  often 
occurs  with  detached  WO  personnel 

•  Limits  resources  available  to  handle 
workload 

•  Increases  overhead  costs  due  to  re- 
quirement to  maintain  two  additional, 
appropriately  equipped  offices 

•  Separates  zone  offices  from  expert 
advice  on  EEO  concerns  available 
only  in  the  WO  Solicitor's  Office 


•  Separates  zone  offices  from  personal 
contact  with  the  Department  regard- 
ing pending  cases 

•  Increases  the  potential  for  (and  per- 
ception of)  conflict  of  interest 

Option  5 

Contract  with  private  industry  for 
investigations  support. 

This  Option  was  very  difficult  to  evaluate 
because  the  HQ  EEO  Office  did  not  provide  us 
with  hard  data  or  estimates  on  their  cost  or  time 
required  to  conduct  an  investigation.  The 
Department  estimates  that  one  journey-level 
(GS- 1 2)  investigator  should  be  able  to  conduct 
22  investigations  per  year,  including  all  work 
from  acceptance  through  Record  of  Investiga- 
tions. The  cost  of  Bureau-conducted  investi- 
gations can  be  roughly  calculated  by  adding  an 
estimate  for  total  travel  and  per  diem  for  22 
investigations  ($22,000)  to  one  GS-12  salary 
($44,000)  and  dividing  by  22.  This  yields  a 
cost  of  approximately  $3000  per  case,  exclud- 
ing the  cost  of  a  court  reporter.  The  cost  of  a 
contract  investigation  is  also  very  difficult  to 
judge  as  it  varies  greatly,  depending  on  the 
complexity  of  the  case.  Discussions  with 
other  agencies  indicate  varying  degrees  of 
success  and  a  wide  range  of  costs.  The  most 
valid  way  to  test  contract  costs  would  be  to  ask 
for  contractor  proposals  on  a  number  of  differ- 
ent cases  and  compare  their  proposals  against 
Bureau  costs. 

If  this  option  is  selected,  the  study  team 
recommends  discussing  contracting  proce- 
dures, specifications,  and  quality  control  tech- 
niques with  an  agency  or  bureau  that  has 
extensive  experience  with  using  contractors. 
If  the  contract  is  well  written  and  the  Bureau 
assumes  a  strong  quality  control  role,  the  risks 
of  obtaining  a  poor  quality  product  are  dimin- 
ished. Cost  will  then  be  the  primary  question. 
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Analysis 

Workmonth  Summary 

Assumptions:  10  WMs  equals  1  FTE;  all 
recommendations  in  Decision  Item  1  and  2  for 
WM  transfers  are  approved;  IPAs/details  are 
not  included  as  available  for  HQ  EEO  work; 
no  other  changes  occur. 

Current  Base  workmonths 173 

Proposed  WMs  if  Decision  Item  4, 
Option  5  is  implemented: 

HQ  EEO  Staff 

including  investigations 117* 

WMs  converted  to  $  for 

contract  support 15 

Allocations/transfers  out  of  HQ  EEO 41 

(see  Workmonth  Summary,  Decision 

Item  1,  plus  15  WMs  for  local 

EEO  Office) 

Total: 173 

*  Includes  provision  for  a  rotational  slot  as 
proposed  in  Management  Ownership, 
Recommended  Action  1 1 . 

(Potential  future  transfers  from  Decision  Item 
1,  Recommended  Action  14:  25  WMs) 


Advantages 

•  Handles  work  peaks  and  valleys  more 
effectively 

•  Creates  the  appearance  of  greater 
impartiality 

•  Frees  FTE  for  other  uses 

Disadvantages 

•  Risks  the  contractor  being  swayed 
by  a  desire  to  please  management 
and  retain  the  contract 

•  Creates  no  compelling  reason  for  the 
contractor  to  be  efficient 

•  Risks  the  contractor  misunderstand- 
ing situations  due  to  a  lack  of  famil- 
iarity with  the  Bureau  culture 

•  Creates  no  compelling  reason  for  the 
contractor  to  assist  with  informal 
settlement  if  that  appears  possible 

•  Reduces  exposure  of  the  EEO  staff 
to  field  concerns 

•  Leaves  a  significant  contract  admin- 
istration and  quality  control  function 
in  the  HQ  EEO  Office  (thus  increas- 
ing the  cost  of  contracting) 

•  Requires  the  HQ  EEO  Staff  to  re- 
view and  become  familiar  with  the 
file  in  order  to  make  a  recommended 
disposition  (unless  Decision  Item  4, 
Option  1,  Third  Party,  is  also 
selected) 


Complaints  Processing  —  Decisions 


\ 


AD,  Support  Services  will  Review  all  Implement 

five  options  and  make  recommendation  by  August  24.  Now 

Option  1:  Transfer  to  3rd  Party  after  ROI  

Option  2:   Investigations  Staff  under  AD  ^^ 


Review  for 
Later  Action 


Do  Not 
Approve 


(Option  2  may  be  modified  to  exclude  HQ  grievance  functions  and  to  include  Civil  Rights  law 
and  policy  under  this  unit.  The  implementation  action  plan  should  include  the  functions  to  be 
performed  by  the  unit.  The  AD,  Support  Services  should  examine  the  most  appropriate  manner 
to  structure  the  direct  reporting  relationship.  This  decision  will  be  reviewed  in  12  to  18  months 
after  implementation  to  determine  whether  the  unit  should  continue  to  report  directly  to  the  AD.) 
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"X 


AD,  Support  Services  will  Review  all  Implement 

five  options  and  make  recommendation  by  August  24.  Now 


Option  3:   Investigations  Staff  under  EEO 
Option  4:   Inv/ADR/Counseling  in  Zone: 
Alternative  1 :  Report  to  AD 
Alternative  2:  Report  to^Q EEO 
Option  5:   Contract  for 


Review  for 
Later  Action 


Director 


s. 


d^vvu^v-oJ 


Do  Not 
Approve 


^ 


:EP    I  8  1992 


V.  Implementation 


A  study  must  have  an  implementation  plan 
to  be  complete.  Responsibility  for  preparing 
and  monitoring  an  action  plan  to  guide  the 
implementation  of  approved  actions  in  this 
Study,  and  for  following  up  on  actions  that 
were  deferred  for  later  review,  should  be  as- 
signed to  the  person  that  has  the  most  signifi- 
cant stake  in  making  HQ  EEO  an  effective  part 


of  BLM's  future.  Whoever  is  selected  must  be 
vested  with  the  Director's  authority  to  hold 
people  accountable  for  accomplishing  ap- 
proved tasks.  The  manager  assigned  account- 
ability for  overseeing  the  implementation 
should  also  have  some  specific  reporting  re- 
sponsibilities to  the  Director,  BMT,  or  similar 
group. 


Implementation  Decisions 

Decision  Item  1:  Responsibility  for  Developing  and  Monitoring  an  Implementation  Action 
Plan  is  assigned  to  the     i^[)    Stipffirl'    SPjT\J[(^S         (responsible  manager). 

Decison  Item  2:  An  implementation  action  plan  for  the  Director's  approval  shall  be  developed 
by  the  responsible  manager  by    l*»/l/l|2  Development  of  this  plan  should  be  done  in 

conjunction  with  the  development  of  a  Strategic  Plan  for  Human  Resources  Management  in 
the  BLM. 

Decision  Item  2a:  The  implementation  action  plan  will  include  a  strategy  for  budget 
and  workmonths  to  carry  out  the  covered  functions.  The  workmonths  analysis  included 
in  this  report  is  not  binding  on  workmonth  recommendations. 

Decision  Item  3:  The  responsible  manager  shall  prepare  a  status  report  of  implementation  at 
least  quarterly  and  provideitjo^    fiMT .       ' 

u  ydLyvu^gy^J    SEP  ' 8  i:o? 


Director' 
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VI.  Decision  Summary 


A.  Managerial  Ownership —  Decisions 


10. 


11. 

12. 


15 


16 


Implement 
Now 


x^L 


4^1 


V^ 


1 .  Issue  policy  statement 
( Work  with  Public  Affairs) 

2.  Attend  meetings/EEO  topics 

3.  Develop  Strategic  Plan 
{Plan  should  cover  all  HRM  organizations) 

4.  EEO  knowledge  in  KSAs 
(Ensure  wording  does  not  create  a  barrier  to  applicants) 

5.  Award  Managers/Others  ^r 

6.  Critical  PIPR  el./incl.  GME  findings  \^ 

7.  Work  time  grants  \^^ 

8.  Require  managers  to  work  in  EEO  ^r 


j/ 


( The  Implementation  Plan  should  reflect  the  decision  to 
recommend  managers  take  a  rotational  or  developmental 
assignment  in  a  state  or  HQ  HRM  organization  to  improve 
their  supervisory  and  managerial  skills) 

Require  trainees  to  work  in  EEO                                        \f 
(Expand  to  include  all  HRM  organizations) 
Transfer  to  field  if  2  years  in  EEO  ^r 


(Develop  and  implement  a  program  similar  to  the  existing 
congressional  experience  rotational  program) 
Rotation  position  in  EEO 
Bureauwide/  State  HRM  Conferences 

13.  Mngt  team  mtgs  with  min/women's  mtgs 

14.  Involve  HRDC 

Target  outreach,  hire  authority  

(Include  as  part  of  the  larger  Bureauwide  recruitment  effort) 
Estab/charter  steering  committees  


l^ 


1^ 


(AD,  Support  Services  will  develop  a  plan  to  involve  managers  in 
these  efforts  without  establishing  committees) 


Review  for 
Later  Action 


Do  Not 
Approve 


^ 


X^ 


V^ 


71 


VI.  Decision  Summary 


B.  Training — Decisions 

1.  Training  needs  assessmt 

2.  120  hrs  supv  train'g-4  hrs  refresher 

3.  Counselors  training/refresher 

4.  Develop,  use  Training  modules 

5.  Training  re  counselor's  role 

6.  Mgrs  help  design,  give  training 

7.  Schedule  for  training 

8.  Supv.  training  within  6  mo. 


Implement  Review  for  Do  Not 

Now  Later  Action  Approve 


£ 

5 


^ 


*4 


4^ 


V^ 


CI.  Informal  Complaint  Process — Decisions 


uC 


IZ 


*4 


^ 


\Z- 


^ 


Training  Plan  for  managers  _ 

Training  plan  for  counselors  _ 

Training  before  counseling  _ 

Brochures  re  roles  _ 

Awards  for  counseling  _ 

Annual  counselors/mgt  mtg 
examine  submission  of  reports  _ 

8.  Encourage  outside  training 

9.  Shadow  assignments 
OJT  Training 

{Encourage  SDs  to  provide  opportunities  for  counselors  to  learn 
about  the  investigative  and  ADR  processes) 


t 


10. 


^ 


C2.  Formal  Complaint  Process — Decisions 


1.  Brief  BMT  on  CR  Act  1991/1614 

2.  BMT  review  complaint  process 

3.  90  day  disposition 

{Final  goal  will  flow  from  BMT  decision) 

4.  Use  field  investigators 

5.  Field  prepare  ROI 

6.  Train  on  1614 

( Complete  training  as  soon  as  practical) 

7.  Case  status  reports 


i£ 


*c 


j^ 


4^1 


1/ 


V^- 
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VI.  Decision  Summary 


C3.  Alternative  Dispute  Resolution — Decisions 

Implement 
Now 

kC 


1 .  Identify  implementation,  get  approval 

2.  Action  plan  to  implement  ADR 

3.  Diverse  mediators 


jZ 


(Review  in  context  of  the  approved  ADR  implementation  plan) 

4.  Evaluate  implementation  ^/^ 

5.  Use  21  (30)-day  window  


{Review  in  context  of  the  approved  ADR  implementation  plan) 


D.  HRM  Partnerships — Decisions 

1 .  Team  building 

2.  Instruct  HRM  on  laws 

3.  Responsibility  matrix 

4.  Use  HRM  Conference 

5.  Multi-discipline  teams 

6.  HRM  goals  and  objectives 

7.  Managers  develop  AEP/FEORP 

8.  Detail  among  HRM  Organizations 


£ 


^ 


IZ 


*£ 


JZ 


,Z 


i^ 


Review  for 
Later  Action 


Do  Not 
Approve 


^ 


x^ 


E.  Evaluations — Decisions 

1 .  Issue  guide  and  questionnaire 

2.  Develop,  implement  schedule 

3.  Review  GME 

4.  Evaluate  AEP  accomplishments 

5.  EEO  on  GME  evaluations 

6.  Field  assistance  trips 

7.  Self-evaluations 


i 


£■ 

& 


z 
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VI.  Decision  Summary 


F.  Manuals — Decisions 

1.  Provide  guidance 

2.  Prepare  manuals,  handbooks 

3.  Develop  Desktop  guides 

4.  Guidance  on  laws,  regs 

5.  Evaluate  usefulness 

G.  Trend  Analysis — Decisions 

1.  Publicize  sharing  role 

2.  Develop  Brochures 

3.  Obtain  access  to  PAY/PERS 

4.  Examine  PAY/PERS  data  elements 

5.  Establish  Electronic  Bulletin  Board 

6.  WO-780  review  reports 

7.  Seek  College/Univ.assistance 

8.  Seek  outside  assistance  locally 

9.  Guidance  on  new  issues,  laws 

10.  Qtly  news  letter 

1 1 .  Analyze  Demographics  Study 
{Assign  to  the  AD,  Support  Services 

to  implement  in  the  larger  context  ofHRM) 

H.   EEO  Organization — Decisions 


Implement  Review  for 

Now    „  Later  Action 


^ 


1 


*C 


5 


4Z 


;z 


^ 


vZ 


4Z 


£ 


J^ 


Do  Not 
Approve 


Decision  Item  1.   HQEEO  Office  Roles  and  Responsibilities. 


1.  Dedicate  time  for  WO  EEO  

2.  Use  collateral  duty  support  

{Subject  to  the  results  of  the  Departmental 

study  currently  underway) 

3.  Retain  SEP/AEP  leadership  in  HQ  _ 

4.  Move  RAPS  to  Alaska  

{Implementation  plan  should  provide  for 
consideration  and  recommendation  of  an 
appropriate  location) 

5.  Move  Coop-ed  to  Personnel  

{AD,  Support  Services  to  recommend  placement  in  the 
context  of  all  HRM  responsibilities) 


£ 


iZ 


4^ 


y^L 
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VI.  Decision  Summary 


H.    EEO  Organization — Decisions  (Continued) 

Decision  Item  I.    HQEEO  Office  Roles  and  Responsibilities. 

Implement  Review  for  Do  Not 


Now  Later  Action  Approve 


6.  Sharpen  focus  of  Steering  committees 

7.  Give  part  of  504  to  engr.  Lrr 

{AD,  Support  Services  to  recommend  placement 

in  the  context  of  all  HRM  responsibilities) 

8.  Increase  field  investigation  use 

9.  Strengthen  Sexual  Harassment  training 

10.  Develop  self- assessment  survey 

11.  Identify  EEOMAS  responsibilities 
12. 


|  = 

WO-780  review  reports  i^/^  

13.  Prepare  ADP  training  plan  \^  

14.  Review  WM  needs  later  \s 

Decision  Item  2.  Organizational  location  for  the  HQ  EEO  Office 

Option  1 :  AD  for  HRM  

Option  2:  HRM  under  one  AD  ^/^  

Option  3:  As  Is  


^L 


Decision  Item  3.   Service  to  local  Washington  Office  Employees 

Option  1 :   Collocate  with  ESO  ^r 

Option  2:  Separate  Staff  Reporting  to  AD 

Decision  Item  4.    Complaints  Processing 

Option  1 :  Transfer  to  3rd  Party  after  ROI 

Option  2:   Investigations  Staff  under  AD  \^^  

( Option  2  may  be  modified  to  exclude  HQgrievance  functions  and  to  include  Civil  Rights  law  and  policy 
under  this  unit.  The  implementation  action  plan  should  include  the  functions  to  be  performed  by  the  unit. 
The  AD,  Support  Services  should  examine  the  most  appropriate  manner  to  structure  the  direct  reporting 
relationship.  This  decision  will  be  reviewed  in  12  to  1 8  months  after  implementation  to  determine  whether 
the  unit  should  continue  to  report  directly  to  the  AD.)  ., 

Option  3:   Investigations  Staff  under  EEO  * IS*^ 

Option  4:   Inv/ADR/Counseling  in  Zone:  ^y^^ 

Alternative  1:  Report  to  AD  \y^^ 

Alternative  2:  Report  to  HQEEO  \y^ 

Option  5:   Contract  for  Support  \^^ 
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Implementation  Decisions 

Decision  Item  1:  Responsibility  for  Developing  and  Monitoring  an  Implementation  Action 
Plan  is  assigned  to  the      f\\).    oU(9pgr*T    S^£0 CCS    (responsible  manager). 

Decison  Item  2:  An  implementation  action  plan  for  the  Director's  approval  shall  be  developed 
by  the  responsible  manager  by     l£/l  /^Z  Development  of  this  plan  should  be  done  in 

conjunction  with  the  development  of  a  Strategic  Plan  for  Human  Resources  Management  in 
the  BLM. 

Decision  Item  2a:  The  implementation  action  plan  will  include  a  strategy  for  budget 
and  workmonths  to  carry  out  the  covered  functions.  The  workmonths  analysis  included 
in  this  report  is  not  binding  on  workmonth  recommendations. 

Decision  Item  3:  The  responsibile  manager  shall  prepare  a  status  report  of  implementation  at 
least  quarterly  and  provide  it  to    ffiMT • 
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VII.  Appendices 


1.  Team  Schedule,  HQ  Interview  Schedule, 
Field  Questionnaire,  Panel  of  Managers 


Headquarters  EEO  Office  Study 
Study  Schedule 


February  1992 


2-7  J.Herrington  -  WO 

Meet  with  Pat  Harvey,  Tom  Allen,  Pete  Culp,  Bob  Faithful  to  clarify  the 
scope  and  objectives  of  the  study. 

Perform  preliminary  data  gathering  including:  meet  with  WO  EEO,  Evalua- 
tions, Budget,  and  Personnel  organizations  to  obtain  applicable  National  and 
Bureau  policies  and  delegations  of  authority,  data  on  recruitment,  retention, 
and  other  employment  practices;  obtain  data  on  case  load  and  type,  etc.; 
obtain  data  on  changes  in  workforce  diversity  over  the  past  three  years; 
obtain  copies  of  pertinent  evaluations,  reviews;  etc. 

March  1992 

2-6  Team  Meeting  -  WO 

Interview  ADs,  DADs,  and  Division  Chiefs;  EEO  Office;  Personnel  Office; 
Dept.  EEO  Director  (Carmen  Maymi);  other  agencies  (MMS,  OSM,  FWS, 
USFS) 

Review  Departmental  and  other  goals,  objectives  and  requirements,  EEO 
Evaluations,  and  other  materials  and  data;  developed  questionnaire  for  mail 
out;  telephone  interviews. 

9-20        Team:  Conduct  field  interviews;  summarize  questionnaire  information 

26-27      Team  Meeting  -  Denver 

Aggregate  information;  determine  issues;  identify  additional  information 
needs;  prepare  for  panel  interviews  in  WO.  Gather  additional  information; 
finalize  panel  approach. 
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April  1992 

7- 1 0        Team  Meeting  -  WO 

Interview  panels  on  issues,  recommendations  for  the  future.  Summarize 
information;  develop  recommendations;  and  prepare  initial  Draft  Report. 

15-27      Judith  Herrington  and  Rodger  Schmitt  (15-19): 
Prepare  draft  final  report  -  Denver 

27-5/2     J.  Herrington:  Ongoing  editing  of  draft  report. 
Obtain  team  review  of  the  draft  final  report 

May  1992 

4-7       J.  Herrington:  Revise  report  based  on  team  review 

7-13     J.  Herrington:  deliver  draft  final  report  to  Technology  Center  in  the  Service  Center 
design,  layout,  assembling  and  printing. 

15-21    Team:  Brief  Directorate  in  WO  (depending  on  their  schedules) 
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Headquarters  EEO  Office  Study 
Interview  Schedule       March  2-5y  1992 

Team  A:  Herrington,  Gonzalez,  Jones  (Monday  only),  Stewart 
Team  B:  Eikenberry,  Schmitt 


Monday  3/2 
8:00  AM 


TEAM  MEET  IN  ROOM  5641 

DISCUSS  PURPOSE  OF  THE  STUDY 

REVIEW  DATA 

DETERMINE  APPROACH 

DEVELOP  INTERVIEW  GUIDLINES  FOR  HQ  AD'S  / 

OTHER  AGENCIES 


LUNCH 

1 :00-2: 1 5         INTERVIEW  -  TEAM  A  -  FAITHFUL/MOELLER  (Room  56 1 7) 

TEAM  B  -  SUPPORT  SERVICES  DIVISION  CHIEFS/OTHERS  (L  St 
Conf.Room  B  -  Third  Floor) 

2:30-3:30         INTERVIEW  -  TEAM  A  -  EEO  -  SINDLER/WALKER/OTHERS 
(Room  5070;  FTS  268-9798) 

TEAM  B  -  RESOURCES  DIVISION  CHIEFS/OTHERS  (L  St.  Conf. 
Room  B  -  Third  Floor) 

3:30  —  TEAM  MEETING  -  ROOM  5614 


Tuesday  3/3 

8:00-9:00B      TEAM  MEETING— ROOM  5641 

8:30-9:30         INTERVIEW  -  TEAM  A  -  USFS  (Betty  Culmer,  Chief;  Rosslyn  Plaza, 
1621  N.  Kent;  Room  904;  FTS  235-2931 

9:00- 1 0:00       INTERVIEW  -TEAM  B  -  MGT  SERVICES  DIVISION  CHIEFS/ 
OTHERS  (Room  5641) 

10:30- 1 1 :30     INTERVIEW  -  TEAM  A  -  PERSONNEL  -  BRANCH  CHIEFS/OTHERS 
(Room  5641) 

TEAM  B  -  PERSONNEL  -  HARRISON,  HOFFA  (Room  3619; 
FTS  268-3431) 
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LUNCH 


1 :00-2:00         INTERVIEW  -  TEAM  A  -  MINERALS  DIVISION  CHIEFS/OTHERS 
(Room  5641) 
TEAM  B  -  PENFOLD,  CONN  (Room  5650;  FTS  268-4896) 

2:30-3:30         INTERVIEW  -  TEAM  A  -  ODEN,  (Room  5627;  FTS  268-4201) 
TEAM  B  -  DEPARTMENT,  CARMEN  MAYMI  (MIB  1324; 
FTS  268-5693) 

3:45-4:30         INTERVIEW  -  Team  A  -  (RODGER/JUDITH/CONNIE)  Dean  Stepanek 

3:45-4:30         INTERVIEW  -  Team  B  -  (MARIO/BILL)  DEBBIE  SHIVERS- 
BIFC  EEO;  BARBARA  OWEN-MT  EEO 


Wednesday  3/4 

8:00-9:00         TEAM  MEETING  ROOM  5641 

9:00-10:00       INTERVIEW  -  MARIO  -  (cont.)  DEBBIE  SHIVERS, 
BARBARA  Owen  (3071) 

9:00- 11:30    INTERVIEW  -  TEAM  A  -  INDIVIDUAL  INTERVIEWS 

WITH  EEO  PEOPLE 
9:00-10:00    John  —  Sindler  (his  office) 
9:00-10:00    Judith,  —  Dole 
9:00-1 1:30    Connie,  —  indiv  interviews  with  EEO  staff  1/2  hour 

increments  (Culp's  Office) 
10:00-11:30  John,  Judith,  Mario  indiv.  interviews  with 

EEO  Staff  in  1/2  hour  increments. 

rooms:  5641  — John 

Culp's  office  —  Connie 

Harvey's  office  3071  —  Mario 

DAD  Minerals  5627  —  Judith 

10:30-NOON  INTERVIEW  -  (JOHN/JUDITH)  (tentative)  Redmond 

10:00- 1 1 :00     INTERVIEW  -  TEAM  B  -  MMS  (Melodee  Stith,  Chief,  EEO 

Parkway  Atrium  Building,  Room  2321,  381  Elden  Street  Herndon,  Va; 
FTS  393-1313) 

LUNCH 
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1 :00-2:00         INTERVIEW  -  TEAM  A  -  (JOHN/JUDITH)  John  Cowherd— Dept. 

1 :00-2:00         INTERVIEW  -  TEAM  A  -  (MARIO/CONCETTA)  FWS 
(Jerome  Butler,  Chief;  MIB  3058;  FTS  268-3195) 

1 :00-2:00         INTERVIEW  -TEAM  B  -  100  CHIEFS  (Ex.  Aff  -  Twinkle  Thompson; 
PA  -  Bob  Johns;  LEGS-REGS  -  Eleanor  Schwartz;  CONG'L  AFF  - 
Jack  Petersen)  Room  5641 

3:30-4:30         INTERVIEW  -  TEAM  A  -  (MARIO/CONCETTA)  OSM 

(Jim  Joiner,  Chief;  1951  Constitution  Ave  N.W;  MS  240;  FTS  268-5897) 

3:30-4:30         INTERVIEW  -TEAM  B  -  (JUDITH/RODGER/BILL)  TOM  ALLEN 
(Room  5641;  FTS  268-4864) 


Thursday  3/5 

8:30- 1 1 :30       TEAM  MEETING  WITH  ENTIRE  EEO  STAFF 
(CAFETERIA  CONFERENCE  ROOM) 

12:30-4:00       TEAM  MEETING: 

DEVELOP  SCHEDULE  AND  QUESTIONNAIRE  FOR  STATE  INTER- 
VIEWS 

CONDUCT  ANY  NEEDED  FOLLOWUP  INTERVIEWS 
SUMMARIZE  INTERVIEWS 
IDENTIFY  MAJOR  ISSUES 
DETERMINE  ADDITIONAL  DATA  NEEDS 


Friday  3/6 


TRAVEL 
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UNITED  STATES  DEPARTMENT  OF  THE  INTERIOR 

BUREAU  OF  LAND  MANAGEMENT 

WASHINGTON,  D.C.  20240 


In  Reply  Refer  to: 
1210(840) 


Information  Bulletin  No.  92- 

To:  SDs  and  Center  Directors 

From:  Deputy  Director 

Subject:  EEO  Headquarters  Office  Study 

A  task  force  has  been  established  to  prepare  a  study  of  how  the  Headquarters  EEO  Office 
should  function  to  serve  the  Bureau  needs  and  mission  in  the  coming  years.  The  team  mem- 
bers are  Judith  Herrington,  Team  Lead;  Bill  Eikenberry,  ASD  Wyoming;  Mario  Gonzalez, 
Colorado  EEO  Officer;  John  Jones,  Headquarters  EEO  Officer,  Bureau  of  Reclamation; 
Rodger  Schmitt,  ADM  Boise  District;  and  Concetta  Stewart,  Headquarters  Division  of 
Personnel.  The  objectives  of  the  Study  are  to: 

-Identify  the  goals  and  objectives  for  the  Headquarters  EEO  Office  in  the  1990s. 

-Recommend  priorities  for  attention  in  the  next  three  years. 

-Describe  the  HQ  Office  roles,  relationships  and  responsibilities  vis  a  vis  Field  Of- 
fices to  achieve  the  identified  goals  and  objectives. 

-Describe  the  appropriate  skills  and  staffing  level  required  for  the  HQ  EEO  Office  to 
achieve  the  identified  goals  and  objectives 

In  1991,  the  Bureau  embarked  on  a  major  shift  in  the  way  the  Washington  Headquarters 
conducts  and  staffs  its  programs.  The  Washington  Office  has  a  newly  defined  role  that 
increases  emphasis  on  oversight,  coordination  and  policy  promulgation.  Field  office  respon- 
sibilities have  been  significantly  increased  in  development  and  implementation  of  National 
level  policy  and  technical  procedures  within  the  guidance  of  HQ.  Priorities  of  all  Bureau 
work  will  be  arranged  through  the  AWP  process  to  the  extent  possible.    Much  greater  reli- 
ance will  be  placed  on  field  input  and  task  force  efforts  to  draft  Bureauwide  policies,  manu- 
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als,  and  technical  procedures;  perform  many  program  management  functions;  and  provide 
guidance  to  the  field  on  a  wide  variety  of  topics. 

The  EEO  Office,  as  part  of  the  new,  smaller  and  reconfigured  Washington  Office  has  chal- 
lenges for  the  1990s  that  include  not  only  the  new  emphasis  on  field  input  and  support,  but 
also  on  the  increasing  needs  for  a  diverse  and  dynamic  workforce  throughout  the  Bureau. 
Increased  national  attention  and  greater  willingness  of  personnel  to  litigate  has  focused 
attention  on  this  program  in  a  way  never  before  experienced. 

In  order  to  respond  in  the  most  effective  and  positive  manner  to  the  needs  of  the  Bureau  in 
the  years  to  come,  we  must  understand  the  impacts  on  managers  and  employees  of  the  in- 
creasing national  emphasis  on  EEO.  Within  this  framework,  it  is  critical  to  clearly  define  the 
goals,  objectives,  and  priorities  for  the  Bureau  EEO  program  in  the  1990s  and  develop  a 
strategy  to  assure  effective  program  management  in  the  context  of  the  newly  defined  roles  for 
both  Washington  Headquarters  and  Field  Offices. 

The  EEO  program,  managed  by  the  WO  EEO  Office,  impacts  every  organization  throughout 
the  Bureau.  It  must  set  the  tone,  provide  the  policy,  coordinate  the  accomplishment  of  major 
initiatives,  oversee  the  health  and  vitality  of  the  program,  and  ensure  the  Bureau  is  meeting 
the  requirements  of  governing  laws  and  regulations  in  the  area  of  EEO. 

The  Headquarters  EEO  Office,  as  manager  of  the  Bureau's  EEO  program,  must  assist  and 
work  with  the  State  EEO  Officers,  coordinate  closely  with  Headquarters  and  State  Personnel 
Offices,  and  have  the  confidence  and  respect  of  managers  and  employees  throughout  the 
Bureau. 

With  this  in  mind,  we  are  asking  you  to  have  the  following  individuals  in  your  organization 
respond  to  the  attached  questionnaire:  State  Director/Associate  State  Director,  DSD  for 
Administration,  EEO  Officer,  Personnel  Officer,  one  EEO  Counselor,  and  one  District 
Manager.  Other  people  may  respond  if  interested.  We  encourage  all  respondents  to  look  to 
the  future  needs  and  mission  of  the  Bureau  when  responding.  Individual  responses  will  serve 
the  team  needs  more  effectively  than  a  consolidated  response. 

We  are  working  toward  having  recommendations  to  the  Director  by  the  end  of  April.  To 
assist  the  Team,  will  you  please  have  each  individual  completing  the  questionnaire  fax  their 
response  to  Judith  Herrington  at  FTS  776-6450  by  close  of  business  March  23, 1992.  If  you 
have  questions,  contact  Judith  at  FTS  776-7002. 


1  Attachment 

1  -  EEO  Headquarters  Office  Study  Questionnaire  (3  pp) 
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EEO  Headquarters  Office  Study  Questionaire 

The  purpose  of  this  questionnaire  is  to  determine  how  the  Headquarters  EEO  Office  can 
most  effectively  provide  services  to  you  in  the  coming  years. 

Please  provide  your  best  response  to  the  following  questions,  and  look  to  the  future  when 
answering.  Attach  a  separate  sheet  where  necessary. 

1.    How  can  the  Headquarters  EEO  Office  assist  you  to  do  a  better  job  with: 

a.    Training 


b.    Selection 


c.    Conflict  Management 


d.    Counseling 


e.    Complaint  Processing 


f.    Outreach 


g.    Recruitment 
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h.    Special  Emphasis  Program  Issues 


i.     Policy  and  Guidance  About  EEO 


j.     Report  Preparation 


k.    Automation  and  Data  Access 


1.     Trend  Analysis  and  Feedback 


m.  Handbooks  and  Manuals 


n.    Delegations  and  Authority 


o.    EEO  Program  Management 


p.    Information  Sharing 
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q.    Title  VI,  Section  504 


r.    Others  (Please  feel  free  to  expand  your  thinking  to  include  new  and 
innovative  ideas) 


2.    What  would  you  recommend  to  ensure  an  effective  working  relationship  between  EEO 
and  Personnel  organizations  at  - 

a.    Headquarters  Office? 


b.    State,  Center  Office? 


3.    What  barriers  might  inhibit  a  commitment  to  and  support  of  EEO  programs? 
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4.     How  do  you  see  the  Headquarters  EEO  Office  of  the  future  operating? 


5.    What  other  assistance  could/should  the  Headquarters  EEO  Office  provide  to  your 
servicing  EEO  Office? 
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2.  HQ  EEO  Office  Functional  Statement 


1211  -  Headquarters  Office 


E.  Office  of  Equal  Employment  Opportunity 
(EEO) 

1.  General  Responsibilities.  The  Office 
of  EEO  is  responsible  to  the  Director  for  devel- 
oping, directing,  monitoring,  and  operating 
BLM's  EEO  Program  in  compliance  with  the 
Civil  Rights  Act  of  1964,  the  Equal  Employ- 
ment Opportunity  Act  of  1972,  Executive  Or- 
der 1 1478,  Departmental  Directives,  and  other 
related  statutes  and  orders.  This  Office  is 
responsible  for  the  EEO  program  including 
the  discrimination  complaint  system,  EEO 
counseling,  State  Office  coordination,  devel- 
opment and  implementation  of  EEO  and  Af- 
firmative Action  Plans,  special  emphasis  pro- 
grams such  as  the  Federal  Women's  Program 
and  the  Hispanic  Employment  Program,  EEO 
related  training,  and  the  provision  of  associ- 
ated technical  assistance  to  supervisors  and 
managers .  In  addition  to  monitoring  and  closely 
reviewing  the  EEO  impact  of  activities  in  the 
Field,  this  Office  also  provides  BLM  expertise 
and  leadership  for  other  civil  rights  matters 
and  is  responsible  for  EEO  services  to  BLM 
Headquarters  and  the  BLM  Cooperative  Edu- 
cation Program.  The  Office  is  responsible  for 
identifying  and  sponsoring  automation  needs 
within  its  program  area(s),  managing  the 
program's  data  (including  data  quality)  and 
overseeing  operation  of  existing  automated 
and  manual  systems  under  its  ownership,  in- 
cluding training,  to  ensure  user  requirements 
are  met.  Under  the  direction  of  the  Deputy 
Director,  the  Office  develops  and  maintains 
current  and  long-range  program  and  funding 
strategies  to  provide  responsive  and  cohesive 


development  and  implementation  in  order  to 
achieve  BLM's  EEO  goals  and  objectives. 

2.  Program  Responsibilities.  (See  Com- 
mon Functions  and  Responsibilities,  .1.) 

a.  Develops  policies,  directives,  pro- 
grams, and  technical  guidance  to  ensure  con- 
tinuing development  and  maintenance  of  equal 
opportunity  in  BLM' s  conformance  with  statu- 
tory and  regulatory  requirements. 

b.  Provides  expertise  to  and  represents 
top  management  in  equal  opportunity  and  civil 
rights  matters. 

c.  Develops  and  maintains  BLM  affir- 
mative action  and  EEO  plans,  providing  guid- 
ance for  and  monitoring  implementation  of 
such  plans  by  Field  organizations. 

d.  Provides  a  Bureauwide  Complaints 
Processing  System  including  informal  resolu- 
tions, informal  adjustments,  adjudication,  and 
correction  action  monitoring. 

e.  Develops,  directs,  and  maintains  a 
Bureauwide  EEO  counseling  program  which 
is  responsive  to  changing  needs. 

f.  Provides  a  monitoring  and  review 
system  for  BLM  compliance  with  civil  rights 
related  statutes,  regulations,  and  other  require- 
ments. 

g.  Develops,  directs,  and  maintains  pro- 
cedures and  systems  for  gathering,  assessing, 
and  evaluating  statistics  and  other  information 
essential  to  effective  and  efficient  implemen- 
tation and  management  of  EEO  programs  and 
plans. 
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2.  HQ  EEO  Office  Functional  Statement 


1211  -  Headquarters  Office 


E.  Office  of  Equal  Employment  Opportunity 
(EEO) 

1.  General  Responsibilities.  The  Office 
of  EEO  is  responsible  to  the  Director  for  devel- 
oping, directing,  monitoring,  and  operating 
BLM's  EEO  Program  in  compliance  with  the 
Civil  Rights  Act  of  1964,  the  Equal  Employ- 
ment Opportunity  Act  of  1972,  Executive  Or- 
der 1 1478,  Departmental  Directives,  and  other 
related  statutes  and  orders.  This  Office  is 
responsible  for  the  EEO  program  including 
the  discrimination  complaint  system,  EEO 
counseling,  State  Office  coordination,  devel- 
opment and  implementation  of  EEO  and  Af- 
firmative Action  Plans,  special  emphasis  pro- 
grams such  as  the  Federal  Women's  Program 
and  the  Hispanic  Employment  Program,  EEO 
related  training,  and  the  provision  of  associ- 
ated technical  assistance  to  supervisors  and 
managers.  In  addition  to  monitoring  and  closely 
reviewing  the  EEO  impact  of  activities  in  the 
Field,  this  Office  also  provides  BLM  expertise 
and  leadership  for  other  civil  rights  matters 
and  is  responsible  for  EEO  services  to  BLM 
Headquarters  and  the  BLM  Cooperative  Edu- 
cation Program.  The  Office  is  responsible  for 
identifying  and  sponsoring  automation  needs 
within  its  program  area(s),  managing  the 
program's  data  (including  data  quality)  and 
overseeing  operation  of  existing  automated 
and  manual  systems  under  its  ownership,  in- 
cluding training,  to  ensure  user  requirements 
are  met.  Under  the  direction  of  the  Deputy 
Director,  the  Office  develops  and  maintains 
current  and  long-range  program  and  funding 
strategies  to  provide  responsive  and  cohesive 


development  and  implementation  in  order  to 
achieve  BLM's  EEO  goals  and  objectives. 

2.  Program  Responsibilities.  (See  Com- 
mon Functions  and  Responsibilities,  .1.) 

a.  Develops  policies,  directives,  pro- 
grams, and  technical  guidance  to  ensure  con- 
tinuing development  and  maintenance  of  equal 
opportunity  in  BLM' s  conformance  with  statu- 
tory and  regulatory  requirements. 

b.  Provides  expertise  to  and  represents 
top  management  in  equal  opportunity  and  civil 
rights  matters. 

c.  Develops  and  maintains  BLM  affir- 
mative action  and  EEO  plans,  providing  guid- 
ance for  and  monitoring  implementation  of 
such  plans  by  Field  organizations. 

d.  Provides  a  Bureauwide  Complaints 
Processing  System  including  informal  resolu- 
tions, informal  adjustments,  adjudication,  and 
correction  action  monitoring. 

e.  Develops,  directs,  and  maintains  a 
Bureauwide  EEO  counseling  program  which 
is  responsive  to  changing  needs. 

f.  Provides  a  monitoring  and  review 
system  for  BLM  compliance  with  civil  rights 
related  statutes,  regulations,  and  other  require- 
ments. 

g.  Develops,  directs,  and  maintains  pro- 
cedures and  systems  for  gathering,  assessing, 
and  evaluating  statistics  and  other  information 
essential  to  effective  and  efficient  implemen- 
tation and  management  of  EEO  programs  and 
plans. 
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h.  Provides  assistance  to  BLM  on  EEO 
related  mediation,  administrative  inquiries,  and 
the  detection  and  correction  of  potential  prob- 
lem practices  and  situations. 


i.     Establishes  and  maintains  contacts 


with: 

(1) 
(2) 

(3) 


Various  Departmental  and  other  govern- 
mental offices. 

Educational,  professional,  and  other 
groups  concerned  with  opportunities  for 
minorities  and  women. 
Minority  and  women's  groups  concerned 
with  equal  opportunity  and  civil  rights. 


j.  Develops,  establishes,  and  maintains 
special  programs  as  required  or  otherwise  de- 
termined to  be  appropriate  including  those 
which  emphasize  the  Federal  Women's  Pro- 


gram, the  Hispanic  Employment  Program, 
Cooperative  Education,  and  Black  Americans. 

k.  Advocates  the  appropriate  use  of 
technology  to  meet  program  objectives  and 
support  all  BLM  approved  AIM  efforts;  par- 
ticipates in  efforts  to  coordinate  and  integrate 
AIM  actions  across  program  areas. 

1.  Provides  policy,  guidance  and  pro- 
cedures for  AIM  application  development  and 
implementation  including  planning  and  fund- 
ing, applying  Life  Cycle  Management  (LCM), 
feasibility  analyses,  training  and  continuous 
support  to  applications  users. 

m.  Continuously  evaluates  and  moni- 
tors all  ongoing  program  AIM  projects;  as- 
sures they  meet  BLM's  criteria  for  effective 
project  management. 
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3.  Typical  State  EEO  Office  Functional  Statement 


1215 -State  Office 

.22  Equal  Employment  Opportunity  Staff. 

A.  General  Responsibility.  The  Equal 
Employment  Opportunity  Staff  develops, 
directs,  and  assures  implementation  of 
the  [STATE]  Equal  Employment  Oppor- 
tunity Program  in  compliance  with  Ex- 
ecutive Order  11 478,  Public  Law  92-261, 
Departmental  and  Bureau  Directives,  and 
related  statutes  and  orders. 

B.  Program  Responsibilities.  (See  Com- 
mon Functions  and  Responsibilities,  .1.) 

1.  Develops,  plans,  and  coordinates  the 
[STATE]  Equal  Employment  Oppor- 
tunity and  Affirmative  Action  Pro- 
grams. 

2.  Provides  guidance,  advice,  and  tech- 
nical assistance  in  the  planning,  for- 
mulation, and  implementation  of 
sound  and  progressive  policies,  goals, 
and  actions  regarding  components  of 
the  [STATE]  EEO  Program  and  those 
programs  with  which  the  EEO  Pro- 
gram interfaces. 

3 .  Provides  program  direction  and  assis- 
tance to  the  [STATE] 's  Federal 
Women' s  Program  Manager,  Hispanic 
Employment  Program  Manager, 
Black  Employment  Program  Man- 
ager, and  EEO  Counselors.  Advises 
the  [STATE]  EEO  Committee  and 
various  subcommittees  on  issues  of 


concern  and  efforts  needed  to  enhance 
minority  employment. 

4.  Evaluates  employment  patterns  and 
practices  to  identify  current  or  poten- 
tial problem  areas  and  initiates  action 
to  strengthen  the  program  in  deficient 
areas. 

5.  Identifies,  establishes,  and  maintains 
contact  with  resources  and  develops 
innovative  methods  designed  to  pro- 
duce minority  and  female  candidates 
and  increase  the  numbers  of  minori- 
ties and  women  in  nontraditional  oc- 
cupations and  at  higher  grade  levels. 

6.  Develops  statistical  reports  on  em- 
ployment, promotion,  training  awards, 
and  occupational  distribution  to  as- 
certain EEO  progress  in  those  areas, 
pinpoint  deficiencies,  and  make  rec- 
ommendations. 

7.  Advises  the  [STATE]  Director  and 
appropriate  personnel  on  the  special 
concerns  of  minorities  and  women  in 
the  Center. 

8.  Serves  as  the  [STATE] 's  liaison  be- 
tween minority  and  women's  organi- 
zations, and  colleges  and  universities, 
for  purposes  of  developing  good  rela- 
tionships, identifying  candidates  and 
providing  employment  information. 

9.  Supervises  the  processing  of  discrimi- 
nation complaints  from  initial  filing 
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through  counseling;  ensures  EEO  10.    Coordinates  program  and  program 

counselors  are  adequately  trained,  time  accomplishments  with  the  Division 

requirements  are  met,  and  informa-  of  Personnel  including  recruitment, 

tion  is  properly  documented  and  regu-  reviewing  announcements  and  selec- 

tions followed.  tions,  and  advising  on  methods  to 

meet  EEO  goals. 


92 


4.  FY  1991  Program  Element  Summary  Office  Report 


_KH 


PCI  I  OP  I 


sum  5RTF1        i i/07/»i 

AS   OF    DATEi     IO/0S/5I 


Efiiu 

I  1/07/ 


U.S.    DEPARTMENT   OF    THE    IXTFRIOR    -    mrPfSU   Of   LBMD   M*NftfiEJBE»<I 


BUN    P«CF 
"RfPORIP 


«GT7 


I. Sit 


PKOOC""    fit  "I  NT    ^i." 

.OFFICE.  <0t:&<i'uZAIIO>')..Rt?Q'!t 


STATE    (OlUlSIONIi                  UO 
OFFICE    (ORGANIZATION). L2JL 


WASHINGTON.    D.C. 

.OFFICE  Of  EEQ 


PERCENT   OF   FISCAL    YEAR   ELAPSED        lOO.Ot 


< PROGRAM  CLEMEMT-- 

CB name 


— •> 


<- 


jSE"  -  WxTSm!  war  «PwS-#; 


PROGRAM  LIME   ITEM,     W55  CLEARING  ERRONEOUS  CODINC 

M    LMOISTfiltuTU  DOES  CBT 

TOTAL  PROGRAM  LINE  ITEM  1055 


IT 


PROGRAM  LINE    ITFM.      till  OIL   t  UK  HOT   tWIWlC  IftKTK) 


02     POLICY  AND  PROGRAM  DEVELOPMENT 

tbtb:  HggBwmg  na  nn 


3.( 

"IT 


2H.B52.7S 


2H.852.75 


2H.852.75 
2H.892.75 


I0C.0 


100.0 


5LBACT1UITV  (TgSOSBTl    <n»    WL  BWgBBir 


n  ea&ffgiiiiB^ig^fis 


_» 


12    NON-COMPETITIVE  LEASING 

Tfltw.  swchuitv  <ptaowiT~yTar 


i  pssctseo 

■  PROCESSED 


TT 


S3.hi.5i 


1.280.00 


_LJ_ 


33.3*1.56  H.2 

28.00  .1 


TT 


33.3HI.56 


3>.6HJ.5< 


100. D 


wggawTWE  nsn  cm bichts-of-uav 


I  OTpTeTEB 


Z5ZJ5 


iv 


TOTAL  PROGRAM  LIME  ITEM  <2I I 


I. 562. 51  85.5 

i.a?n  ■»<         ion. a 


PROGRAM  LINE   ITEM,      «l»  WITHDRAW*    PROCESSING  AND  REV 


02     POLICY  AMD  PROGRAM  DEVELOPMENT 
TOTAL  RBBSfl  LIME  MtH    5ZTC 


I. 331. 17        '  100.0 


I. 331. 17 


100.0 


run"  DATE 


PGIIOPI 
I  1/07/51 


■  I   S      nFPARTMEMT   OF    THF    IMTEB1QP,    -    BBgU  g   '  »""   "ft*«MS"T 


PUN  PAGE- 
REpuRT  PAGL: 


AS  OF   DATE,    10/05/51 


PROGRAM  ELEMENT  SUMMARY 
OFF  ICE  . « O^&AN  I  Z»T  I  ONI.  REPORT. 


STATE   (DIVISION),                UO  »»fM'*;T°Ni°-C 

nPFirF    (ORGAN  1 7 AT  I ONI.       120 OFFICE   OF   EIO 


PERCENT  OF  FISCAL  YEAR  ELAPSED        100.0* 


■  Tag"  -  S^g,  M[. %tfS^ 


MArtE 


SUBACTIVITY  (PROGRAM)!     «»230     ALASKA  LANDS  PROGRAM 

I  COMPLETED 


"0ft     PLAN  AMENDMfcWTS  ZZZZ" 

22     RECORDS  NOTATION  1  MAINTENANCE 

"T6TAL  5WCT1U1TV  raBCBBI    CT 

suBftCTioiTV  (Wocwi.  nia  bwzlAnb  muxwr- 

BLjjM  »fWTJHr>rrs . W  fOmfTEH 


1. 120. 30 
I.I.S0.30 


I.H20.30  31.8 


THRTiT 


"166.6 


TOTAL  SUBACTIUITY  (PROGRAM)     «20 


^  n>  100.O 


<H3.02 


100. 0 


SUBACTIUITY  (PROGRAN)i     *33l     CULTURAL  RESOURCE  MANAGEMENT 

M    PDWBPlggffS  "         iCOHPUito 


TflT«    SLfBftCTf}»ITV   (PROGRAM)     %33l 


JTSTS?         T6TT 

<rrs.B2 L0JLJL 


j^mArnuiTY  <po«aAH).    >,tp    miBCTMFSS  HAHjgrPfl 
01     MANAGERIAL  DIRECTION 


JJtTAJ   «a«ACTivin  WW™    Hg 


■HKkB 


UL 


6M8.00  H.8 

y.^ga.oo H5.1 

2ti3st<5  3571 


S-H70   « 


JQQ.a. 


^.^tiuity  <»°nff^'-  "^i  aau   "■""  m  "'» twHACften 


08  PLAN  AftNOMENTS  _ 
T^  UATERSMFg  fhPgQUEWENTS 


I  COMPLETE0 
■  rOMPLETED 


TOTAL  SUBACTIUITY  (PROGRAM)  H3H0 


P3 


_U- 


au2S3  ?o 


750.00 
HV»nvS5 


1.8 


<.5 


3H.253.20 


HH. 153.55 


100.0 


VII.  Appendices 


PCK: 

BUN    DATE. 
AS  Of   DATE. 


PGIIOPI 


»GLIflf 
1 1/07/91 
10/05/51 


U.S.  DEPARTMENT  Of  THE  INTERIOR  -  BUREAU  Of  LAND  MANAGEMENT 


9UN  PACE: 


PROGRAM  ELEMENT   SUMMARY 
Off JCL_iORCA_N.IiflU  QNJJKPQRJ.. 


RTP66T  PACE: 


Ulli 


12 


STATE  (DIUISION)t 
OfFlCE  (ORGANIZATION). 


MO 

J2JL 


WASHINGTON,    O.C. 
OFFICE  Of  EEQ 


PERCENT   Of   fISCAL    VEAR  ELAPSED        1 00.  OX 


<; PRQC^Cl  C  Hf  NT- 
CD  NAME 


"Re^SeS 


-UNITS  Of  ACCOtlPLISHMENT- 
JJNIT 


PLANNED 


ctSKSa   feBBP 


< DOLLARS > 

LABOR   DOLLARS  TOT    D1R  OBLIG 

VEAR-TO-DATE  YEAR- 


PROGRAM  LINE   ITEMi     1351 


FISH  t  UILOLIFE  HABITAT 


>  OF 


T 0- DA IE  TOT   COST 


62    POLICY  AhD  Program  KuEIoPmEnT 

TOTAL  PROGRAM  LINT   ITFM     «I3SI 

-28.22 
-28.22 

-28.22 
-28^22 

SUBACTIUITY  (PROGRAM)i      1820     EQUAL  FMPLOYMENT  OPPORTUNITY 

01  MANAGERIAL  DIRECTION 

02  POLiqAND  PROGRAM.  PFJUELOPMEKT 

_.      "•     — -_-   '  ~    

12.1 
11.0 

87.571.73 
59.002  &0 

88.321.13 
61.059.26 

11.6 
10. 1 

03    trainIng 

0*     OFFICE  OPERATIONS  (NO  MM'S) 
10     COUNSELING 

1.9 
5.6 

6.623.79 

21.919,27 

20.015.13 
13.302.83 
22.551.33 

3.3 
2.2 

3.7 

11  COMPLAINT  PROCESSING 

12  SPECIAL  EMPHASIS  PROGRAMS 

■  PROCESSED 

—  88.8 
-18.5 

—288.699.91 
70.607.51 

292.930.66 
106.387.30 

18.5 
17.6 

TOTAL  5UBACTJU1TY  IPKOtoS    iiflH 

111.2 

531.127.81 

601.597.91 

100.0 

SUBACTIUirV  (PROGRAM).     1830     GEN  ADM  SuPT  t  BUR  FIXED  COSTS 
02     POLICY  AND  PROGRAM  rjemOPMFHT 

IB 15 

-51   65 

-.1 

8?    Adm  S£fi^«LATcT6FF^5/NOH« 
10     BUDGET  DEUELOPtCNT  &  EXECUTION 
li     PVBV1C  «T««?S  AND   IHFOHMATION 

.7 

1.967.72 

19.113.82 
1.967.72 
1.100.50 

51.1 
2.1 
1.2 

i3    PEKohnEl  and  TrAIhInG  hGT 
TOTAL  SUBACTIUITY  (PROGRAM)     1830 

7.2 
7.i 

13.189.01 
15.505.08 

13.HB9.0I 
95.619.10 

15. 1 
100.0 

94 


5.  Current  Organization  Roster 


PAY/PERS  Organizational  Roster   12/28/91 
WO-120  Office  of  EEO 


Details 

Richard  Redmond,  Jr. 

GM  0260-15 

PFT 

Elba  Garcia-Burke 

GM  0260-14 

TFT 

Houngming  Joung 

GS  1315-12 

PFT 

PFT 

Jeffery  Sindler 

GM  0260-14 

Richard  Walker 

GM  1801-14 

Marilyn  Daniels 

GS  0260-14 

Martha  Green-McDonald 

GS  0260-13 

Michelle  Stroman 

GS  0260-13 

vice  Salazar 

GS  0260-13 

Barbara  Peterson 

GS  0260-12 

Ivelisse  Reyes 

GS  0260-12 

Steven  Shafran 

GS-0260-12 

Jeanette  Turner 

GS  0260-12 

Jesse  Hicks 

GS  0260-11 

Angie  Lara 

GS  0260-11 

Carol  Robinson  Ware 

GS  0260-11 

Kimberly  Davis 

GS  0318-07 

Norma  Frazier 

GS  0361-05 

TFT 

Groslyn  Foster 

GS  0322-04 

Celes  Jackson-Canty 

GS  0326-04 

PPT 

Martha  Teclaw 

GS  0360-13 
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FY-91  CONFLICT  MANAGEMENT  PROCESSING  ACTIVITY  -  10/01/90  thru  09/30/91 
CARRYOVER  CASES  FROM  FY-90 


DRAFT 


Stl    Acpt   Rec    Stl    Invs   Stt    ROI    Inf.   Issu   Req    FAD    ORA    on-hand 
-Acp Rei   -Inv -ROI Adi    P.P.   Cane Court   09-30-91 
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6.  Conflict  Management  Activity,  FY  1991 


DRAFT 


SUMMARY  OF  CONFLICT  MANAGEMENT  COMPLAINT  PROCESSING  ACTIVITY 


Stl    Acpt   Rec    Stl    Invs   Stl    ROI    Inf.   Issu  Req    FAD    ORA    on-hand 
Cases -Acp Rci   -Inv -ROI Adi    P.P.   Cane Court   09-30-91 

life 

carryover 

43  cases     4     4     3     3     7     0     6     8    10    1 1     15     7       11 

Fi  led 

45  cases     3    33     3     1 1     19     4    14     3     1     0     2     0       23 


7    37     6    14    26     4    20    11     11     11     17     7       34 


KEY  Stl  -  Settle  before  Accepted  Acpt  ■  Accepted 

-Acp 

Stl  »  Settle  before  Investigated  Invs  =  On-site  investigation  conducted 

-Inv 

Stl  ■  Settle  before  ROI  Issued  ROI  =  Report  of  Investigation  Issued 

-ROI 

Inf  =  Informal  Adjustment  Successful       Issu  =  Proposed  Disposition 
Adj 

Rec  =  Recommend  Cancellation  FAD  =  Final  Agency  Decision 

Cane 

ORA   =  Case  in  Appeallate  Stage 
Court 
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7.  Handbook  Example 
Example  of  State/Center  Desktop  Reference  for  Managers 
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Interviewing  Job  Applicants 

As  a  manager  or  supervisor  charged  with  making  decisions  about  hiring,  you  have 
been  delegated  by  the  agency  with  very  important  responsibilities: 

•  To  interview  and  select  employees  on  the  basis  of  job-related  qualifications  only, 
and  in  accordance  with  legal  requirements. 

•  To  keep  adequate  records  of  the  steps  you  take  in  the  hiring  process. 

•  To  carry  out  the  Affirmative  Action  Program  of  your  office. 

Misconceptions  abound  concerning  the  physical,  emotional,  or  mental  capabilities 
of  women,  members  of  a  minority  group,  older  workers,  or  handicapped  persons.  The 
ability  to  adapt  quickly  to  new  jobs  and  accept  the  strain  of  increased  responsibilities  is 
strictly  an  individual  matter.  The  principle  of  non-discrimination  requires  that  individuals 
can  be  considered  on  the  basis  of  individual  capacity,  not  on  the  basis  of  characteristics 
generally  attributed  to  the  group. 

What  follows  is  a  checklist  of  DO's  and  DONTs  for  interviewing.  The  DONTs 
will  spell  out  the  kind  of  questions  that  are  forbidden.  The  DO's  will  recommend  areas 
you  can  discuss  when  you  are  interviewing  candidates  for  a  vacancy. 

DO: 

Plan  the  interview  before  seeing  the  applicant. 

Study  the  application.    Note  questions  that  you  derive  from  it. 

Give  every  applicant  courteous  treatment. 

Ask  open-ended  questions. 

Establish  rapport  with  the  applicant. 

Allow  applicants  to  express   themselves  fully,  but   keep  control  of  the 
interview. 

Listen. 

End  on  a  positive  note.    Advise  the  applicant  when  to  expect  a  decision. 
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Sample  of  BIFC  Fact  Sheets 


SEXUAL  HARASSMENT 


Definition 

Sexual  Harassment — Ifs  a  term  that  causes 
embarrassed  laughter  and  snickers.  Women 
may  shudder  at  the  thought;  men  may  joke 
about  wishing  someone  would  harass  them 
sexually.   However,  most  men  who  ignore 
sexual  harassment  by  their  office  colleagues 
react  differently  when  it  happens  to  their  wives 
or  daughters. 

What  is  sexual  harassment?  The  official 
definition,  given  by  the  Office  of  Personnel 
Management  to  apply  to  government  agencies 
is  "deliberate  or  repeated,  unsolicited  verbal 
comments,  gestures  or  physical  contact  of  a 
sexual  nature  which  are  unwelcome." 

Other  definitions  of  sexual  harassment 
include  verbal  abuse — such  as  insults, 
suggestive  comments  and  demands;  leering 
and  subtie  forms  of  pressure  for  sexual 
activity;  and  physical  aggressiveness.  Sexual 
harassment  has  also  been  associated  with 
power  and  the  need  to  dominate. 

Guidelines  approved  by  the  Equal 
Employment  Opportunity  Commission  ban 
conduct  "of  a  sexual  nature"  that  interferes 
with  an  employee's  work,  even  when  no 
rewards  or  punishments  are  implied.  Such 
conduct  could  include  sexual  comments  or 
picture  displays. 


Violates  Merit  Principles 

Sexual  harassment  at  work  is  an  intolerable 
working  condition  that  affects  everyone 
negatively.  Sexual  harassment  violates  merit 
promotion  principles.  It  is  a  prohibited 
personnel  practice  when  it  results  in 
discrimination  for  or  against  an  employee  on 
the  basis  of  conduct  not  related  to  perform- 
ance. This  includes  taking  or  refusing  to  take  a 
personnel  action,  including  promoting 
employees  who  submit  to  sexual  advances  or 
refusing  to  promote  employees  who  resist  or 
protest  sexual  overtures. 


The  harassment  does  not  have  to  happen  on 
official  time.   It  results  in  loss  of  productivity, 
affects  personnel  actions  or  creates  a 
psychologically  harmful  or  unsafe  condition  of 
employment,  it  is  a  prohibited  practice.  Title 
VII  guarantees  all  employees  a  working 
environment  free  of  intimidation. 


BLM  Director's  Statement 

BLM  Director,  Cy  Jamison,  has  said,  "It  is 
the  policy  of  the  Bureau  of  Land  Management 
to  prohibit  sexual  harassment  and  to  clearly 
communicate  to  all  employees  that  such 
behavior  will  not  be  tolerated. 

We  are  entitled  to  a  work  environment  free 
of  sexual  harassment.  The  Bureau  is  respons- 
ible for  the  acts  of  supervisory  as  well  as 
non-supervisory  employees  with  regard  to 
sexual  harassment  in  the  workplace,  and  may 
be  held  responsible  for  the  acts  of 
non-employees,  e.g.,  contractors,  when 
management  knew,  or  should  have  known,  of 
conduct  in  the  nature  of  sexual  harassment  yet 
failed  to  take  immediate  and  appropriate 
corrective  action. 

The  Secretary  has  made  clear  that  standards 
of  conduct  and  ethics  demand  honesty, 
integrity,  impartiality,  and  appropriate  conduct 
in  carrying  out  the  business  of  the  Department. 

All  Bureau  employees  share  the  responsibil- 
ity to  maintain  the  integrity  of  the  employment 
relationship  and  the  principles  of  responsible 
personnel  management.   Employee  misconduct 
which  undermines  these  standards  will  not  be 
condoned." 


Title  VII  Criteria 

On  September  23, 1980,  final  guidelines  for 
sexual  harassment  were  approved  by  the  Equal 
Employment  Opportunity  Commission.  The 
guidelines  define  harassment  as  "unwelcome 
sexual  advances,  requests  for  sexual  favors  and 
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other  verbal  or  physical  conduct  of  a  sexual 
nature."   Under  these  guidelines,  there  are 
three  specific  criteria  for  Title  VII 
discrimination  complaints.  These  criteria  are: 

■  When  submission  to  such  conduct  is 
made,  either  explicitly  or  implicitiy,  a 
term  or  condition  of  an  individual's 
employment; 

■  When  submission  to  or  rejection  of  such 
conduct  is  used  as  the  basis  for 
employment  decisions; 

■  When  such  conduct  has  the  purpose  or 
effect  of  unreasonably  interfering  with  an 
individual's  work  performance,  or 
creating  an  intimidating,  hostile  or 
offensive  working  environment. 


and  documenting  the  incidence  and 
forms  of  sexual  coercion,  you  help 
yourself  as  you  contribute  to  defining 
sexual  harassment  as  a  social  problem. 

5.  Get  information  and  advice  about  taking 
further  action  against  the  harasser  from: 

•  your  supervisor;  or  your  supervisors' 
supervisor;  an  EEO  counselor,  the 
Personnel  Office;  the  Federal  Women's 
Program  Manager,  the  EEO  Manager; 

•  BLM  EEO  Officer,  (202)  208-7978 

•  Office  of  Personnel  Management  (202) 
632-4620 

•  Equal  Employment  Opportunity 
Commission  (202)  663-4264 


What  Should  You  Do 

If  you  think  you  are  being  sexually  harassed 
you  should: 

1.  Recognize  it  is  for  what  it  is.  Understand 
that  it  is  not  your  fault.  You  have  a  right 
to  complain  and  take  action. 

2.  Make  it  clear  you  are  not  interested  and 
this  behavior  is  unacceptable.  If  possible, 
confront  the  offender  directly  if  you  think 
they  can  be  reasoned  with  or  scared  off. 

3.  Keep  a  written  record  of  incidents  of 
harassment  and  of  your  complaints  and 
their  results.  If  others  are  present  during 
the  harassment,  ask  if  they  saw  and 
heard  what  happened.  The  observers 
will  be  more  likely  to  remember  the 
incident  if  you  ask. 

4.  Talk  to  friends,  co-workers,  and  relatives 
about  it.  It  is  important  to  have  a  strong 
support  system  at  this  time.  If  you  keep 
feelings  to  yourself,  you'll  remain 
isolated  and  powerless.  Speaking  out 


The  Effects  of  Sexual  Harassment 

•  If  the  victim  is  threatened  and  doesn't  give 
in  to  the  harasser,  economic  retaliation  is 
commonplace,  including  discharge,  unfavor- 
able evaluation,  or  failure  to  get  a  raise  or 
promotion. 

•  If  the  situation  becomes  intolerable  and  the 
victim  quits,  they  have  lost  income  and  will 
probably  be  denied  unemployment  compen- 
sation because  it  is  difficult  to  prove  the 
reason  for  leaving  was  "just  cause." 

•  The  fear,  anger,  and  loss  of  self-esteem  that 
accompany  sexual  harassment  can  have  a 
devastating  psychological  effect.  This 
unnecessary  emotional  burden  cannot  fail  to 
affect  the  victim's  job  performance  in 
addition  to  the  personal  trauma. 

•  If  the  victim  submits,  they  may  eventually 
be  fired  anyway  because  of  potential 
embarrassment  to  the  harasser.  Advance- 
ment in  the  organization  may  be  thwarted 
because  of  the  unwanted  liaison. 
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EMPLOYEE  RELATIONS 


It  is  your  responsibility  as  an  employee  to 
work  with  supervisors  and  management  to  try  to 
resolve  any  problems  you  may  have  before  you 
go  to  outside  sources  for  assistance.   By  doing  this 
most  concerns  can  be  solved  before  they  become 
problems. 

In  most  cases  your  supervisor  is  a  good  source 
of  reliable  information  on  any  matter  that  directly 
affects  you.  Supervisors  can  often  correct  a 
situation  or  provide  advice  on  how  to  obtain 
relief. 

Besides  your  supervisor,  you  may  also  contact 
the  Personnel  Office,  the  EEO  Office,  the 
Associate  Director,  or  the  Director  about  any 
problem  or  concern. 

What  follows  is  a  brief  summary  of  processes 
and  options  available  to  you. 


Appeals  From  Adverse  Actions 

Adverse  actions  are  personnel  actions 
unfavorable  to  an  employee;  they  include 
removal,  suspension  for  more  than  14  days, 
reduction  in  grade  or  pay,  and  furlough  for  30 
days  or  less.   A  federal  employee  with 
competitive  status  or  an  employee  in  the  Excepted 
Service  who  is  a  preference  eligible  and  has 
completed  one  year  of  current  continuous 
employment  in  the  same  or  similar  position  has 
the  right  to  appeal  adverse  actions  to  the  Merit 
Systems  Protection  Board  (MSPB). 

The  initial  step  in  the  procedure  is  to  file  a 
written  appeal  which  clearly  states  the  basis  for 
appeal  to  the  MSPB.   If  you  are  working  full  time 
when  you  file  your  appeal,  you  are  entitled  to  a 
reasonable  amount  of  official  working  time  to 
prepare  the  appeal.  You  have  the  right  to  a 
hearing  and  representation  by  an  attorney  or 
other  representative. 

When  an  adverse  action  is  proposed,  you  will 
receive  written  notice  of  the  action  and  specific 
information  on  your  appeal  rights.  The 
procedures  are  set  forth  in  FPM  1400-752. 


Special  Counsel  to  the  Merit  Systems 
Protection  Board 

The  Civil  Service  Reform  Act  of  1978  set  forth 
basic  merit  principles  to  govern  all  personnel 
practices  in  the  Federal  government,  and 
prohibited  certain  practices.   It  also  established 
the  Office  of  the  Special  Counsel  of  the  MSPB. 

With  the  passage  of  the  Whistleblower 
Protection  Act  of  1989,  the  primary  role  of  the 
Special  Counsel  is  to  protect  employees,  former 
employees,  and  applicants  for  employment  from 
prohibited  personnel  practices,  especially  reprisal 
for  whistleblowing.  The  Act  provides  appeal 
rights  before  the  MSPB  after  procedures  are 
exhausted  before  the  Special  Counsel. 

The  prohibited  personnel  practices  are: 

•  Discrimination  on  the  basis  of  race,  color, 
religion,  sex,  national  origin,  age,  handi- 
capping condition,  marital  status,  or  political 
affiliation. 

•  Soliciting  and  considering  employment 
recommendations  based  on  factors  other 
than  personal  knowledge  or  records  of  job 
related  abilities  or  characteristics. 

•  Deceiving  or  willfully  obstructing  any 
person  from  competing  for  employment. 

•  Influencing  any  person  to  withdraw  from 
competition  for  any  position  in  order  to 
improve  or  injure  the  employment  prospects 
of  any  other  person. 

•  Giving  unauthorized  preference  or  advant- 
age to  any  person  to  improve  or  injure  the 
employment  prospects  of  any  employee  or 
applicant. 

•  Discriminating  on  the  basis  of  personal 
conduct  which  does  not  adversely  affect  the 
job  performance  of  the  employee,  applicant, 
or  others. 
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•  Taking  or  failing  to  take  a  personnel  action 
violating  any  law,  rule,  or  regulation 
implementing  or  directly  concerning  the  5 
U.S.C.  §2301  merit  system  principles. 

•  Coercing  the  political  activity  of  any  person. 

•  Engaging  in  nepotism. 

•  Taking  reprisal  against  a  whistleblower. 

•  Taking  reprisal  against  an  employee  for 
exercise  of  an  appeal  right. 

Any  employee  who  has  knowledge  of 
prohibited  action  taking  place  has  the  right  to 
report  it  to  the  Office  of  the  Special  Counsel.  OSC 
telephone  numbers  are: 

Complaints  Examining  Unit  (202)  or  FTS  653-7188 
Whistleblower  Hotline  (202)  or  FTS  653-9125 


Discrimination  Complaints  System 

The  EEO  complaints  process  is  designed  to 
help  eliminate  barriers  to  equality  of  opportunity 
in  all  aspects  of  federal  employment.  The  system 
has  been  established  for  those  who  feel  they  have 
been  discriminated  against  because  of  race,  color, 
religion,  sex,  national  origin,  age,  or  physical  or 
mental  handicap. 

The  procedures  place  strong  emphasis  on 
reaching  informal  settlements.   If  you  believe  you 
have  been  discriminated  against,  you  must  first 
contact  an  EEO  Counselor  or  the  EEO  Office 
within  30  calendar  days  of  the  alleged 
discriminatory  action.   The  names  of  the  EEO 
Counselors  and  other  EEO  officials  are  posted  on 
bulletin  boards  throughout  the  Fire  Center. 

Additional  information  is  available  from  the 
EEO  Office,  your  supervisor,  or  BLM  Manual, 
Chapter  1400-713. 


Grievance  System 

A  grievance  is  a  request  by  an  employee  or  a 
group  of  employees,  acting  as  individuals,  for 
personal  relief  in  situations  which  are  under  the 
agency's  control.  Grievances  may  arise  out  such 
matters  as  working  conditions  and  relationships 
with  supervisors,  other  employees,  and  officials. 
They  also  include  allegations  of  coercion,  reprisal, 
or  retaliation. 

Matters  not  covered  by  the  grievance  system 
include  non-selection  for  promotion,  adverse 
actions,  performance  awards,  and  merit  pay 
determinations.  Grievances  are  handled  entirely 
within  the  Bureau  or  Department  and  are  not 
appealable  to  the  Office  of  Personnel 
Management. 

The  first  step  an  employee  should  take  is  to 
present  the  concern  to  their  supervisor.  The 
supervisor  must  act  to  resolve  the  grievance 
informally. 

If  the  supervisor  is  unable  to  resolve  the 
grievance,  it  goes  to  the  formal  procedure  where 
decisions  are  made  by  a  higher  administrative 
official.  If  this  official  cannot  resolve  the 
grievance,  it  would  be  referred  for  decision  to  an 
examiner,  generally  from  another  Bureau  within 
the  Department. 

The  BLM  grievance  procedures  are  set  forth  in 
BLM  Manual,  Chapter  1400-771. 


Office  of  the  Inspector  General 

The  primary  mission  of  the  Department  of  the 
Interior's  Office  of  the  Inspector  General  (OIG)  is 
the  prevention  and  detection  of  fraud,  waste,  and 
mismanagement  which  results  in  the  loss  of 
Department  of  Interior  funds.   To  make  it  easy  for 
you  to  report  fraud,  waste  or  mismanagement,  the 
OIG  has  a  24-hour  telephone  "Hotline"  recording 
service  which  may  be  reached  by  calling 
1-800-424-5081  or  FTS  268-2424.   Written 
documents  may  be  mailed  to  a  special  post  office 
box:  US  Department  of  the  Interior,  Office  of  the 
Inspector  General,  PO  Box  57016,  Washington  DC 
20037. 

All  information  will  be  handled  confidentially, 
and  you  may  report  matters  anonymously  to 
avoid  fear  of  reprisal. 

Contacting  the  Office  of  the  Inspector  General 
does  not  affect  existing  procedures  for  resolving 
employee  grievances,  EEO  complaints,  Merit 
Systems  Protection  Board  personnel  matters,  or 
other  personal  concerns. 


U.S.  Senators  and  Representatives 

Employees  always  have  the  right  to  correspond 
with  and  contact  US  Senators  and  Representatives 
about  concerns. 
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